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ABSTRACT 

Collected fros 144 questionnaires are 22 descriptions 
of instructional programs in clerical skills for educable lentally 
handicapped, disadvantaged , or otherwise handicapped high school 
students* Osually provided are the contact person's nane, the nase of 
the prograBr the address of the prograa, the handicap/disadvantage, 
age of students, length of prograa, average nuaber of students, a 
detailed listing of eguipoent used (with aake and lodelsy , and a 
suaaary of the curricului. Also included are an occupational 
readiness proficiency check list, and evaluation foras for 
prevocational and «Tocational skills. (DB) 



This turvey was conducted by writing to the State Department of Education 
in each of the fifty states, describing the Clerical unit of Project NOW and 
requesting the name and address of contact persons in any similiar programs In 
that state. Thirty-two states replied. 

As a result of these replies 14A questionaires were mailed out. Of the 
quest ionaires completed, and returned twenty-two were deemed usable for the 
purpose of this survey. Those twenty-two were reproduced and are contained 
herein. Obviously there are several times twenty-two such programs in existanee 
in the United States. However, the information on the questionaires in this 
booklet should prove of QVeat value to anyone setting up or conducting a 
similiar program. 

The information in this booklet may be reproduced and used in any vny 
ejscept for ::tomraercial purposes. 
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Name of contact persor. Bob Longfellow 

Name of program Project SOW 

Addiress of program l4l E. HotMurt Avb. 

Findlay, (Mo k^Sko 



Please identify haKdicar, n.sd-r.vantage and age group for whirr, program was developed. 
Educable Mer.taii.v r>itArir-d - Hij^i School 

1* lENOnt OP PROGRAM; 

Ko specified time. ?tuienis eater the prograa at any time during the year and are 
placed on part-time €izp..:syit-ii\ as soon as they are ready and a position is available* 
Students in the program freshoeii, sO|tho iB o reB, juniors or seniors. 

2. averaoe number of srj:e;r3: 15 

3. EQUIPMENT: (Plea^i^: .r...ude make, model and quantity.. 

ITEM MA^ MOIjEI ftUAMTITy 



Dupli (• ati ng equipm«: r t : 


Bonn Hex-Rotaxy 


1^00 




. Offset dwpiic&to/ 


1 


Offset plate makei* 


B^'x-Fotary 


1515 


1 


Dry --.opier 


3 M 


209 


1 


Spxrit duplicator 


3peed-0-Print 


2U00 


1 


Mifrteograph 


Copy-Rite 


C-700 




Tf.ecmal copier 


3 M 


Secretary 


1 


Addressing equipment: 




7961 




Pl?it€ embosser 


f Itney-Bowes 


1 


Printer 


li tney- Bowes 


701 


1 


Pf -nter 


Pltney-Bowes 


Single plate 


X 


typew; ; ters: 








IBM 


Sele . t .• i 


2 




:.m 


Sele-.t ri- I I 


1 




Royal 


970 


1 




Royal 


560 


1 




Hoyal 


590 


1 




rDyal 


U70 


5 




IsCM 


250 


n 

a* 


10-kc*y machines: 




1800 




pj'int-'Out caicuiator 


V: rtor 


1 


r^it^ital calculator 


NCR 


18-1 


1 


Calculators 


Olivetti 


600 


5 


Adders 


Vi:tor 


CoD;:i.:»gTfspr: 


6 


File cabinets 


h:'N 


U-drawfr legal 


h 


Collator 


GBC 


8-bin €le:*ric 


1 


PBX Board 


Western Electric • 


Cord type 


1 


Cai'r. rft^iiter 




Clas2 '■: 


1 

** 


DesKs 60* X 30 


i.b X 'iO'' typing return 




12 



I 



km CURRICUI'JMi ;r:t&*.t^ s;iv« rationalf? for ^'ach unit ot ocdultt*) 
Piling: 
Numeric 

-. — Geographic . ■ 



Fx'i^fif^, ci • i-rse.. should be taught to all clerical students* In 
geograr''*".' f-^-ng ue include skills is reading the city map, dividing 
the City cy p-^liti-.al boundaries, quadrants, etr. Also, ve arrange 
addres^ei ■si::orilng to which side of the street they are on and how to 
tell •xhz.zh aaiT°s% is nearer the center of town. 

t Consumer econo3i:.::a: 
Credit 

Credit bireau 
Best buy 

Supply axri I'-y.riB.r,:! aivi t.lrrung puri.naset;- 
Insurar.'-s 

Ir. f.is unit we work on botV. pt^rsonal and offi^ie economics. The 
rationale fc*? the office econooa'-s is that tl-je student may one day be 
respon.'.irle f:>r aiairitairiir^ an adequate supplies inventory at his place 

^saplr.yment. rr.surenc'-' ana credit are :ri:;luded for the students* 
per s ona i oc r.e f : i . 

Payroll re; or if: 

Addition axvi mu'l'.fplirat ion w:.^h fractions. 
Extending .•.oj;r-. ♦imys rate and computing overtime* 

Winhrol'.i..nf?,~ 

?a:/:-.-.ll :*^:::rct^. due to their routine nature, seem to be well 
su;t?l for o';r students to work w:th. Also, we feel the students need 
to ur.de rsrar.i wnst r.appcr.s to their own paycheck before they get it» 
We .i-> r.o*. u'o«: ^irr.e units smaliez than Ip* hour. Our students punch 
a tirri^ .l-j f. s.t -.'.e l<f^xr.ni ng and end of our school day. Their time 
•.•:«rdi ar.' ' :Af.<=rr .i-ei f<:r rr.atn. payroll etc. 

Postal •j'rr vl:f .•; 

Ai-lr^'s:- :f.f- or; •:';.e^' 
211- '.ode- 

Anouni I ari-i ♦.yj.-^^r r.f r.-.ot&gv 
Use of rlr./ Lr-:*. to-y 

Tri:' -r.:r '■o re. p prepare t^uu^rts for employcBent in a mail room 

and m-a: a iver us*. r;e « 

Stock C jr;r :o'ti 
lr;ventv':ry -^y-v-. 
P'lr e re ^-i i - ; 1 1 oni 

Relation-, rr. n cf i r-.v-ritof y card: aad p-.-ycr.ase requisitions. 

T.'.- :r . •■ ; •. I--. *f jTi"-- 'j'ii^r:* : for stock room work. The 
t?r:.j:'::f. • I . i .v on ^.^i .r.t^.r^rrt ai Adequate im'entory level and ordering 
parr •.♦ 
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CURRICULUM : v Cent . ) 
Purchasing: 

Math and terminology related to purchase orders. 

Pui'Cbase orders 

This 15 to teacn the student the operations of a purchasing 
department and keeping track of which items ordered have been received. 

Receptionist duties: 

Switchboard 

Telephone manners 

Taking messages 

Placing telephone calls 

Eoth a switchboard and individual telephone.*? -^re worked with. 
A lot of emphasis is put on telephone manners anO .':d-ng accurate 
message:: • Duties of a receptionist at the front d-:* • of an office 
are covered* The switchboard in our room is not a simulation; all 
tne telepnones in our two buildings and two trurA lines are connected 
tc it.^ 

Checking a-:co*cint3: 
Deposits 
Writing checks 
Che.^k register 
Bank statenierits 
Reconciliations 

Reconcilement of the bank and checkbook balances is actually 
a very rc^tine task and ideally suited to the better of our students* 

Sa'JxHgs accounts; 
Deposits 
Withdrawals 
Interest. 

T>ii i unit is to help a student understand better what is 
happening wnen he is sent on an errand to the bank or asked to 
h^lp pj:ej.aTe deposits etc. 

Retail ja>': : 
3aie?i sl*p.j 
Sales tax 
Cash regi5:;t.er 
Proof of ^-ash in register 
Wrapping •.oinc 
Package wrapping 

Thds linit would ordinarily be taught as a part of distributive 
edu<-ation rather than office education. However, we don't have a 
ii -^^t^rontive education program for these students and we felt it was 
appropriate to include it in Clerical. 



I 



COMMENTS: 

The equlFment in the room is not taught as separate units. It is included 
in the curriculum is nearly all units and is taught to each student the first 
time a particular piece is encountered. 

All employed students in our program are required to complete and follow 
a budget form for each paycheck. On the form they are required to keep track 
of their hours worked and to check the arithmetic on their check stub. When 
first employed a student is required to budget half their income into savings. 
This is later adjusted to meet the needs of the individual students. When a 
savings account is built up and a student wants to make a large purchase he 
may apply for a loan. The loan is from his own accoxint and is paid back in 
installments which are budgeted. Sometimes the loan is made by a bank tsing 
the student's savings account to secure it. This is done to give the student 
a credit reference. 



Name of ^ontact person: Richard L. Klemens 

^ \ Name of prteam: Business and Office - Clerical Training 
\ 

Address of program: I^ynwood High School 

lynwood Treatment Center 
1000 Doraey Lane 
Anchorage^ KY U0223 

Please identify hsuridicap/disadvantage and age group for which program was 

developed. Disadvantaged - High School 

1. LENGTH OF PROGRAM: Approximately five months. Students enter the program 
at any time during the school year. Ttie average length of a resident's 
commitment Is six months, after which time they return to the community. 



2. AVERAGE NUMBER OF SUVDENTS: 20 

3. EQUIPMENT: (Please Include make, model and quantity.) 

MCDBL 

1361 Sentinel 



ITEM 
Cash Register 
Produce Scale 



lypewrlters 



Adding Machines: 
Ten- Key ^ 
Calculator 
Elfrc. Calculator 

Duplicating Machines: 
Mimeograph 
Spirit Duplicator 
Copying Machine 

T^ing Desks (Double) 
Typing Chairs 



MAKE 
NCR 
Toledo 



IBM 

IBM 
Olivetti 
Olivetti 
Remington 



Adler 

Olivetti 

Cannon 



A.B. Dick 
A,B. Dick 
3M 



Selectrlc 
Executive 
Editor II 
88 



Mark 12 
Dlvlsumma 2k 
Ikl 



525 
215 
U5C 



QUANTITy 
1 
1 

1 
1 

2 

5 
2 



3 
1 
1 



1 
1 
1 

6 
12 



ERIC 



CURRICU1-;1nI: give ratioi.a.r lot each unit or module.) 



Tne Bu&mess aind Clll»> pt»>\fctn) bas^d on the fijaWiifil'^ txmnd hi 
the Gregg Office Job Trainihg Prc^itun whicn consists of tn^ foilci^^lng training 
programs • 



Tne total program has two p:upc re;?: \ expose students to a broad range 
of basic clerical skills aiid to prepare rt-tdtnts for employment in one of the 
fifteen high-frequency office joVr^ 

Tkie individual programs a/^e dt-.wgned so that the otudtr>t nee as only the 
basic raatheniatieal functioned of addi ♦.xou.* suttraction, raultipilcdt^on^ and 
division with the sinplest number ccmrination^s* In addltiono the rstudent 
should be able to read at a fifth- to sixth -grade leve*. 

Students work independently arjd niust acqiiire the principles or following 
directions without constant supervision. 

A irdnimum typirig speed of ^0 GWAM with le&s than three errors Is. a 
prerequisite before entering the prograrti* 



Acvounts Payable C^^erK 
Acr:0iint3 Rt-reivabit^ Cier^K 
Binir4g Clerk 
Clerk - Typist 
Credit Clerk 
File. ClerK 
Mall Clerk 
Office Cashier 



Order Citrrk 
Payroll Ci^rtt 
Personnel ClerK 
Purcnarir^g Clerk 
Stock Control Clerk 
Traffic Clerk 
Typist 



I 

\ 





Mr;. M^rgAie^ Orfgcry 




Name of jrogiain 


Vv.:d- ,:.:.a^ Ci'fice Ira^r.ing 




Address cf prcgrcim 


B 






2 a: -.-.n. CiA 30 ■'20 






^ :? JcuITBg^ gLaU elg« gTv Jip IwX Wl*^ CI* 




— ■ developed. High Scnocl 


J'4r.:or.s and Sen^^ors. 




1. LENara OF PROGRAM: 






One to Six ;iuart€'rs. 




2. AVERAGE Nl.tMBE? CF STUTEIITo: 30'^u (VOI . 




3» EQi...FMEI\»T: (Please : 


riCiuUe Kittiie, model ar.d quaiiti^yO 




rtEM 


MjycS MODEL 


ATf AMTTTV 


Pull- Key 






Ten- Key 




o 










-r. or 




Calcuia*. c r ;5 : e c * r --i; c 




O 




Gharfe 




Prinxing 


Vi :t.:r 


XQ 




Mortce 


X 






*♦ 


CcpyiLg Macr .r.e:- 




X 


Dir*at •.ng/Tiat.£c;i ir*r.g 


:-M 








c. 


Duplicating iXacn.rv." 




1 








Typevr : • e r s . ^?cr r i 




T 7 






x9 






1 -i- ^ 

xy o 


Manval 




12 








Projjeetors Filjr.it rip 


ELL 


X 


Ov'^rheeid 


3-M 


3 


Shor».nand Lict.a+ lor. i-aos- Li r 


: aj,r cr? - -it:or.s 


15 






30 


Tape Feccrd«ri:. 




3 


Key Punch 0?';^ 






Record Player 




1 


Stencil 'rv* rer 






Composer 


4 « • • 


X 



CURRIClitUM: (Please give rationaae for each uait or module. ) 
I 

CSeneral Business: 

How business serves you. 

Hov business creates jobs» 

Planning and preparing your future. 

Hov ve sbare economic risks throu^ insurance. 

to manage money. 
Banking procedure of checking and savings accounts* 

- How to use credit wisely. 

— , .„„, — .,„.„_ ....,.„.. .„....,„., — ..^ 

Communications . 

— Students are given aptitude tests througjb counselers office to help 
determine interests of students. 



Business Mathematics: 

Reviews addition^ subtraction, multiplication, dlvisicm, fractions, 
percentages, decimals and interests. Exercises in figuring payroll, 
discounts^ commissions, personal budgets etc. are included. 

Beginning Typewriting j 

Introduction to keyboard. 

Tabulation . 

Centering. 

Personal notes. * 
Announcements • 
- Memos. 

Personad letters. 
Roug^ drafts. — 

Outlines and short manuscrirts with footnotes. 

Telegraphs, invoices and other fonos of office communications. 

Advanced Typewriting; 

Increases skill in various forms, letters manuscripts, tables and reports. 

Includes specialized typing such as medical, legal and financial 
reports; masters and stencils; practice sets used. 

Beginning Shorthand: 

Basic Shorthand Theory. 
New Dictation introduced. 

Transcription of business letters and reports. 

Advanced Shorthand: 

Shorthand theory review. 

Practice on tapes and transcribing machines. 

Speed and accuracy stressed. 

Review of spelling and punctuation. 

Office style dictation. 



Beginning Bookkeeping: 

Covers c(»aplete bookkeeping system; Journalizing, posting, financial 
reports and closing entries, special Journals and suibsidiax^ ledgers. 



AdvaKced Bookkecqping: 

I Combination Journals and special bookkeeping transactions such 
as fixed assets, depreciation, bad debts, valuation of accounts 
receivable, sales tax notes and interest on accrued income and 
expense. 

Business Principles and Management: 

Provides instructional materials to aid in students understanding of 
American Business organization, management of Personnel and other 
problems of management. Projects and case studies are used. 

Business English: 

Business fundamentals review. 
Oral business communications. 
Written business communications. 

Office Machines: 

Office Machines develops an operating knowledge of calculating 
machines: ten->key adding, printing calculator, full- keyboard adding, 
rotary calculator, and key-driven calculator. 

Advanced Office Machines: 

Advanced Office Machines is designed to develop occupational 
proficiency on selected machines, such: transcribing machines, 
copying and duplicating machines, electric typewriters, composers, 
posting machines, keypunch machines, and adding and calculating 
machines. 

Office Procedures: 

Office Procedures develops an appreciation and understanding of 
office work, including organization of the modern office; occupational 
data; general office duties; desirable personal tridts and attitudes; 
communications systans; mail; receptionist duties; introduction to 
filing and duplicating processes; travel and transportation services; 
and supplies; interpreting instructions; special emphasis on accuracy; 
and knowledge and skills needed to qualify for, locate, and obtain an 
office Job. 

Filing and Records Management: 

Filing and Records Management presents methods and procedures for 
creating and maintaining business records of various types, including 
processing, storing, retrieving, and re- storing records and correspond- 
ence in the following types of filing systems: alphabetic, geographic, 
numerical, and others such as a alpha-meric, soundex, executive, alpha- 
code, and compu-color. Use of filing equipment and supplies and 
automation in filing is also taught. Practice sets me^ be used. 

Simulated Office Ejcperience: 

Simulated Office Experience is a capstone course providing 
experience in a model office situation with a Job simulation. Students 
have the opporttinity for personal interaction in an integrated situa- 
tion with application of knowledge and skills learned. Also included 
is a review and evaluation of office skills and procedures followed by 
preparation for employment tests such as the Civil Service Examination, 
State Merit Examination, and the National F-cinerr. Entrance Examinations. 



Vocational Offlc«» Tr&:i r,.^: 
ci5pPTt\ffittl^?s 3 ap» : * ; > 



■ - fi 



1 



^cne« xjnders*ar i 
ptocedares.. an- w 
added or sUbs*.:*. * 



Job skxlLs and Pi 
- of -sffice Hiatrhisr?.- ij.- :f! 

— •jtaa»T'iiii-'in"s''«r-rK^:-. •;■♦■'■:":"! 

©icp'Jieai may m:.. :v : 
copying equipoer.". ^ir. — 
typewiters, bccKi'.v-.; . . 
payroll, maiLme ■ - 

Ifliiv iduAliged .Off; ct- ; • /. . • 
vo^T mci^dei- .4 r . - . 
• Ures fclxowed by ; : . 
viervice Exatfiira" » 
Entrance Examiiat,',-.' .. .i . 
fields of intorei* ' 
fclicwlng Jobs: * .•; 

cierit, boQkkeep?r. -..k 
c;.t-v£ secretary. .-■ ■ 
cr kejrpur.ch c^eia* 



f r •. -. . r 



-.inM : - . : i.- c filing 
Aa:..: . . • ;. " i may l5€ 



■ * , ^ cf the 

u;;-..l/a"ing and 
•:. .f ,^ ; .r^^ris control^ 



Imod^-ct^or. to Pi* a 
Introdwci .c*. - . 
fci data process .r^'- 
CuticuS;* for Xt;c., : wr 
rr.woe aif r^=*g. . 
* c aevelc^ to p^r: > 

^r.a^^i.erieiit. S^udy : .. 

.r..ii VI dualized afT : 
pr r od ^iTide r or, ^ : r • 
COMMSr*?: 

liioadvar.tagf'd cu:d r.**- 
business M.^catian proc. a;: 

Job£ are found tl;y - ^ • 
work iir^^/ams offered ♦ 
Vccat ;cr*l aud Arade-. > y 

Ct.id^nts may .i 
seiej^ 4cr. by counselor ^ 
speCifi:: Classen 

rid r Subject, ar^•^i , 
follow one or mere if t • 



•te need 

jq ■ . d". . : HT.d for 



Name of coQ|,ftct person 
Name of program 
Address of program 

Please identify handicap/disadvax.t&ge aiid agf? grcup fcr wh:ch prcgraa was 
developed > Special Education Students (Hlgn 3chccl) 

1. LENGTH OF PROGRAM: 

The present group is now in its sec:-ni year. 

a, AVERAGE NUMBER OF STUDENTS: IC 

3. EQUIPMENT: (Please include mak^, mojiel ar.a q\ar/:*y/) 
ITEM MAKE MOISL 

IVpewr iters IBM Selectric 



ftUAMTITY 
10 



k» CXSSB^toJUMi (Please give rft* icr*&i« fcr each unit or miKiul***) 

\;' --' -w ' " - "■ • - "■ ■ 

:^y^gjjjg . _ . _ 

Basic SkOls 

,LA? l! Cent^riag & Tabies 
LAP 2: Business Forms 
=-LA3P--5: - McM O S v l^etters, Repcrta 



•Rje l?«sic skills inclwie develcjing to-j^ch control of the elpiiabetic & figure 
ssmlbol keyboard, buildii^ efficient isanipulaticn te::kal^ttee9 & reft(dxing at least 
25 gross words a miaute for five min..*es» witJi no aore than 10 errors* After 
the al)pve goals are reached , the XiAt^, axi^ beguc. Each LAP has its ovn purpose 
as indicated by the title ^ thus 8>akl::Lg rh«^ an iad^peadeat leamiag systeni* 

CCMffiSITS: - 

Ihe students use their skill* ro gcod advantage, since they type their other 
islass asslgnmeats during their study hall^. Xhe nat^rlal In tkBQ have tau^^t 
& also helped the students vlth itecis thai they are & will face in their daily 
living in society. 



. V. — ■ ■- - -■■ 

Kaaitf-df- program — 

.. .Address of program 



Louise Watsoct 



( In r eguiaF hi^ school- <;Garses 
of Busiaes & Office )- - 



Crittenlex: •?-!;. H. S. 
Salem Head 
Marion^ KJf i*2064 



Please identify hand! cap/ disadvantage and age groap fox idiich prograa was 

developed- Ours is not for educable mentally retarded. It is for physically 
liandicapped and foi disadvantaged students enrolled in Jiigji school* 



1, LENGTH OP PROCaSAM: 

Higja School Year 



(9 months) 



2. AVERAGE 



J OF STODSUTS: 



9 handicapped 
50 disadvantaged. 



3.^ ECpJIPMENT: 

Calculators 

Cs»lculat-ors 



— - Calcalator 



(Please include mice ^ model and quantity.) 



^typewriters 



Adding 

Machines 

10-key 



Divlsunma 2k 



MAKE 

OUvetti 
printing 
10 key 

Hal com 
elect ronic 
printing 

Victor 

electronic 

(non-printing) 



Royal Manual 
Rqyal Electric 

Underwood Electric Pioxis '48 



Addo-X 

Olivetti 

Remington 



k 



211 



1(0 
30 
5 

5 
3 
3 



CQKRICUI^ — (Please-g^ve yftti«ial« fop each unit or aochjle.)-- 

r . (titles are self-ea^lanafcory > 

Introduction tc Business 

lyping I 

Typing II 



"Office Machines- — — — -■™ ^■™--^.;-^ 

Shorthand t 

Secretarial Office Practice (meets individual needs * can include 

St^^yping or Shorthand II) 

Ba&ir«ss Law - - ■ - -■ • 

Business Math 



Accounting I 

Co-op Office Practice (Students vork in offices 1/2 day) 



Please excuse this roa#i co^« !Qxi8 has been a husy month. 

We dc not have a separate program fo» the disadvantaged and h andici^pped. 
Our disadvantaged program consists of a httsiness teachers* aide hired ftill 
time* She assists our vocational teachers so that those teachers can spend 
more time with disadvantaged students. 

For the handicapped , ve have a vorK station in one business room. It 
Is equipped with an electric typewriter^ adding marine, desks, diair» 
bookcase, helpf. l reference books, and vertical filing cabinet. 



Hmm of contact person Basil L. Eavey 
- - Jfane of pregraai Clerieol Skilla 

Address of program Gov. Thomas Johnson Hi^ School 

= ■ ■ ■ ltertQ-}&a:^£^-Sti. - - .- 

Frederick, MD 21701 
Please Idoitlfy handicap/disadvantage and age weovi^ for ^ich program was 
developed* C^*ades 10«12 

1* lESKITH OF ?HO(HtAM: 



Sehool year - 2 periods per day - 5 days per. ue^ 

. 2. AVERAGE NUMBER OF STUI3ENTS: ^ 
3« EC^UIPMENT: (Please include make^ model and quantity.) 



ITEBl 


MAKE 


MODEL 


QUABTITZ 


X^peMriters 


xm ■ 


Selectric 


k 




Ibdervood 


700 


1 


Calculators (Electrcmic) 


Monroe 


1310 


1 




Monroe 


. 3105 


1 




Burroughs 


3161 


1 


Mding Machines 


Monroe 


911-11 


1 




Remington 


Uo8l2 


1 


"FHlng Cabinet 




I*- drawer 


1 


Spirit Duplicate 


Standard 


Pocket 


1 


Desks 


60" X 30" 


Ctov't Surplus 


20 



CUBRICOtUM; (Please give rationale for each unit or module.) 



OLSSICAL SKILLS 



A. The student vill be e!£S>loyable by acccssiplishing ^e following 
skilled and related activities* 

1. Operating adding machines and calculators 

2. Operating typewriters 
3* Operai:ing the duplicator 
k. Piling 

■ 'Spelling- : -- -■- - 

6. Heading 

7* Computational skills 
8. Using a- telephone 
9» Work hjODits and attitudes 

10. Receiving callers 

11. Incomii^ and outgoing smil 

12. Writing legibly 

13. Making change 
Jk» Stock control . . 
13. Banking services 

a, Writiog iStecks and deposit slips 

b. Heccncilirig bank statements 

B. The student will prepare for initial esiploynent status by 
rehearsing the following activities! 

1. Filling out application forms 

2* Personal interviews 

3* Appropriate dress and grooming 

C. 1!he student will be able to observe and participate In the 
various aspects of clerical training through: 

1. Field trips 

2* Simulated work escperience 

D. The student will be able to continue and complete related 
activities started m other classes, such as typing, math, 
and English. 

II. COURSE CONTENT 

A. Work habits 

1. Good attendance 

2. Punctual 
3« Neatness 
U. Accuracy 

5. Cooperation \ 

6. Non- interrupt ive work 
?• Wise us« cf time 



t 



: . ^^r^\^r^r:^ ar.ci renting it 

... ft* "cLji^g and inserting 

--r..... : --. ■ b". .;»t^-.^i a:^ -It ■ - - - 

- — - --tfr-ttxi^ — ,-_-..^„..-^. 

■ ■ ■ ■ r 4 i • . o * ... 

V. Cc^-rcicterr cd^e of letters 
Trancfei infcnmaticn on forms 

- ■ - ■ M» - ■ BauiKir^ tser^ic^^ 

!• _.Ccur.t ,ai:d wrap nicney 
2* Fxy^'Cj' icposit slips 

3 Write tj .'^^cKj and m a intain accurate balance on stubs 

- ■'^i^^.t. " Bsccrrcile o&ni& statements " 

Stock controx 
1. Mamtfi^r. atock caj^ds 

3^ Keep inventory summary 
0. Appl:. cations 

1, Fill o>t. fc.rm^ 

a. ouT^.y .references 

b. Sui^ply wcr^ e^q^erlence 
Interviewi: 



1» 










ea\- 














5- 






6 


Carry c^.t 








cr e6 



S*. SmuJat*": worK experience 
III, MOTIVATION ATJ? T£/-\\: M I 

IrdiVi .i .B-l . - i v.-* '^vi-t : on 
Pro.5e;: wr^v. i ---J^-t with other jobs 
Practi':?,a -^t,...: .--v. iDn or ^ypir.t^ Bk^Uv by: 



A. 



E 



G. 



I 



B. Cosgputational skills 

1. Without machine use: 
a. Addition 

t. Subtracti(m 

c. Multiplication 

d. Division 

2. With machine use: 
a* Extensions 
X>. Discounts 

c* Sales tax 

d. Regular and overtime hours and payroll deductions 

C. Reading and spelling 
1. Punctuatioi 

2* Capitalization 

3. leading payroll deduction schedules 

D. Piling 

1. Name? 
2* Index cards 
3* Correspondence 
£• The telephone 

1* Act out conversations under giv«i eircusistances 
2* Function of buttons 
3* Take messages and fiU out foxins 
F. The typewriter 

1. Presentation of the keyboard 
2* Correct typing tediniques 
3* Problem typing 

a. Centering 

b* Mraios 

c. Letters 

d* Tabulations 

e. Themes or manuscripts 
f* Carbons 

k. Related skills 

a. Prooft>eading 

b. Erasing 
0. The duplicator 

!• Preparation of master units 

a. Proper placement 

b. Correction of errors 
2* Machine operation 

H* The adding machines and calculators 

1, Ten-Key 

2. PuU-Key 

3* Electronic ccaculators (printing and non-printing) 
U, Operational skills 

a. Add 9 subtract, omltiply, divide 

b. Replace machine tape 
I* Receiving callers 

1* Keep appointment book 

2» Greet and assist customers 



ERJ.C 



Nane of contact person; Lucille Fish 
IKame of program: Special Needs 

Address of program: Owosso High School, 76? E. North Street 

Owosso, MI i;8867 

Please identify handicap/disadvantage and age group for nhich program vas 
developed. Mentally and Physically Handicapped - High Sdiool 



1. JSmm CfF PROGRAM: 

No specified tine. Program has teen in pperatl^i for l-l/^ 
years. 



2. AVERAGE lilUMBBR OF STUDENTS: 9 

3* EQOIPMENT: (Please indixde make, model and quantity.) 



ITEM MAKE MODBI. ^»NTITY 

Spirit Duplicator Copy-rite 1 

Mimeograph A. B. Dick 1 

Typewriters IBM Solectric 10 

Electronic Calculators Dlctai^one 3 

Sir^er/Priden 1 

Pull Key Adder Monroe 2 

National 2 

Rotary Calculator Monroe 2 

Friden 2 

Ten Key Adder NCR 3 

Desks (Table) 36" x 20" 30 

Desks (L shaped) Uo" x 20" with typewriter shelf 5 



U. CURRICULM: (Plea&e give rationale for each unit or module.) 

The basic aim of this program is to prepare students for 
a Job at the entry level; thus, the following Tuxits are 

taiaght : 

Tirping 
Filing 

Full key adding machine 
Ten-key adding machine 
Dupllcatitig machine 



The baaic skill in tne classroon is '^Ing. 
Aa the aiudentg progress} beyong the first 
semster of typing, new skills ire udded 
eoBmensurste with each student's ability* 
1!he eurriouluffl id prograamsd so that each 
student is on «n independent, indiridualised 
course of study* 



Naoe of cor.ta.-t jersor. Dar.i*i Bin^^tt- 

Addresa cf program HcLAi^- xi H-gh Scfcool 

9*'n smi Clin*.cn Streets 
Hcbo&«»n, New Jersey O703O 

i'lea&e lien-^xfy haniicAp, 'oisaivari-^age an 1 age group for wti'.h programwas 

developed, 

1. LEHGTH OP PROGRAM: 

Studer.ti- ar*- t^Kf* 2**^1 to •v" nii,JLt. rt i-h* piogram in three years* 

2. AVERAGE NUMBER OF ST/DENTS: Id per ' las;* 

3. EQUIPMENT: (Pirasf n.^Iudie make, aclel ar.l quar.tlty.) 



ITEM MAIffi MOm ft UAMTIITY 

Rotary CfiLl'..iaa*c: Morr r* 3 

Rotary Calt-u^* or Fr iaen 1 

Rctar:,' Cal{.u-.a*cr MA* ;:h*wt 1 

BcokJk^ei. ir g Mai h. Mor-' Ct 2 

Bookke»:p;nff Macr.. B.*rr curb's 1 

Key Pur.rh IBM. 2 

10 Kev Calcuia'or P»-n.. :.g*on 2 

10 Ke-y Cairuia' v ViJ':^* 2 

lOK^^yAddf* Ren;.r.grcTi 2 

CoBipt oEie t*^ r 5 

Full K^v Adi^rr V: :».or 1 

Electric T.vl'^vn * r IBM *^ 
Ditto 3p C'4p . 

Mijaeo D..p..:.- a*^-: A B Dicn !^39 1 



tniRHICULK: (Pleas'* give raticnal* for <farh imlt or ficdule,) 



Bus- Machiiie 

Introduces studer/v ' to var;.cus t^pes of office machines. They are 
-^t^n as Buich li*»stiUAtiGi: as they are capaixle of atoaoxbojcig in each. area. 

^H.-st^e^'^^-ttave ■■a€a»e---«Hsv*t^^ — ' — :■■ - •■ — — — 

Introductory T^-pewr I * Ir^r 

This co\xz<s€ w:.n pr . v.ae all staler/. s with a working Imowledge of 
th« alphabtetic keys on t>tt'writ#-r, Ai: instruction is touch typewitiag. 

-Recoxd Keeping 

Payroll records ar.4 tLr«e ^aias are t?xplained and payroll distribution 
- sheets are taught . 

Inventory procedures arid le cords with sia5)l€ addition and sub- 
traction ar<2 exc^lli'nt ego buUdeis providing each student with a measurts 
of success. 

Filing procedures - reviews alphabet, and reading slcills on a 
sophisticated level that secondary s.inool students can accept. 

Special educat j :>r. atuaents are tntergrated with slow track groups In 
th»^ varicxis subject art^a.*. Th*^y ga:n support and remedial instruction when 

necessary by the ipvciai ^flucatvor teacher » 



Name of V^ontact person 



Loraine Uohnsteln, Business Education Teacher 



Hane of program 



Colorado School for tb«» J}eaf and the Blind 



Address of prograia 



Kiowa and Institute Streets 



Color Ado Springs, CO 80903 



Please identify handicap/di sadv&ntage and age group for vihicr. program was developed. 
Deaf high scnc^ol students, freshmen throu^ seniors 

1« USBQTH OF HtO(S^: Ve have two programs: (1) A semester* long beginning typing 
course for Junior high school students. Beginning typing and introduction to 
10-key adding listing machines and rotary calci^tors is given. Training also 
given on on-line teletypes. This sanester''long class consists of a 2-1/2 hr. 
block of time Monday through Friday. (2) 2>l/2 hr. block given to hi^ school 
students for one year. Ttls paper will deal vith the year- long class only. 

2* AVERAGE RUMBSR OP STUDENTS: El^t to ten. 

3. EQIJIFMENT: (Please include make, model and quantity. } 

ITEM MAKE MOIffll ftUAHTITY 

Typewriters Adler (manual) 6 



Remington* -manual 

Boyal h70 manual 

Royal UUo manual 

Royal manual bulletin type 

SCM manual 

Underwood Five manual 

IBM Selectrlc Composer 

Victor Automatic Calculator 

NCR 1.0>key adding machine 

Olivetti -Underwood Printing Calculator 

Friden Rotary Calculator 

Olivetti 'Underwood 10- key Adding Machine 

Olivetti -Underwood Posting Machine 

SCM Figurematlc Rotary Calculator 

SCM Rotary Calculator 

AB Dick 215 Fluid Duplicator 

AB Dick 525 Mimeograph 

Thermo-Fax "Hie Secre'-my" 

AB Dick Speed-O- Print Scope 

Speed-O-Prlnt stencil pen holder with 13 pens 

IBM Printing Card Punch 

Electric Card Punch Verifier 

Teletypes 



Electric 
Olivetti electric 
Olyn^la — manual 



IBM— Selectrlc 



electric 



2 
1 
1 

7 
2 
1 
1 
1 
1 

3 
2 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
2 



CURRIcJjUJM: (Plt^aae w>= rationale for each unit or module.) 

nilng. Ali*iat«feti.A-.y, ty subject, chrooologleany, numericalljr, geographldally. 

At completiv^r. cr ur.it, student ^ould qjialify for entry-level filing cslerk. 

Key Punching . Tialnea iBM 26 Card Fun^. At cooipletion of course, student 
shouid (iu&lify for entry level key punching. 

Typewriting . At ^smpUt lot; of course* student should qualify for entry level 
v4.efii typist. 

Bookkeeping . Xntioduvtion to bookkeeping given to entire class. Those students 
mto shov an aptitude or interest are given opportunity to continue 
Ir. this area. 

10-key adding listing inachines. rotary cal cul ators . All students conplete an 
extendi ve course on these naehlnes. Prepares the students to be 
able to use these machines on future jobs, as required, vithoat 
assistance. . 



COMMEINTS: 

The curriculum as lidtei is tau^t in separate units. The admeograph, fluid 
duplicator, ar»d speed-o-pr-int are tau^^t during the typing unit as needed. 

Students lu the d-l/d hr. block are mined (both those vho have never had typing 
before and those who tiave had one semester of typing in their Junior high years). 

Related business subjects such as checking and saving accounts, insurance, retail 
sales, payroll, consumer economics, etc., is tau£^t in another class instructed 
by our vocational counselor. Class is titled "Vocational Education." 



I 

Kane of contstct person Mrs. Beverly Reuter 

Hams of Program Detroit House of Correction - Clerical Program 

Address of program Schoolcraft College 

18600 Haggerty Road 

Livonia, Michigan 48151 

Please identify handicap/disadvantage and age group for Vtoicb program was 
developed* For all vomen in-mates at Detroit House of Correction. 

1. mCTH OF PROGRAMS 

(5) - 8 week semesters per year 
Beginning in Sept. through June 30. 

2. AVERAGE HUMBER OF STUDENTS. 12 - 1^ 

3. EQtJIFMENT: (Please include malce, model and quantity.) 

ITEM MAKE MODEL ftUAHTITY 

Typewriter - Electric & Manual 
Adding - lifting 
Key driven calculator 
Electronic calculator 
Rotary calculator 
Printing calculatcr 
Pull key 



k, CURRICULIW: (Please give rationale for each unit or module.) 

ACCOUNTUIG 101. - Introductory Account ins . 

Beginning course in accotmtlng, relating to sole proprietorships. The account- 
ing cycle, special Journals, financial statements, notes & interest, voucsher 
system, payrolls and taxes. 

BUSmSSS 111 - Machine Calculation 

Provides instraction in the hasic operation of rotaiy calculators, key dri-ron 
calculators, full kejrboard adding machines, printing calculators, and electronic 

calculators . 

BUSmBSS 115 - PRDKIPLES OF VATk HIOCESSUC 

Sut vey of data processing with emphasis on cosputers, logical structuires of 
coiaputers, input and output media, stored program concept, instruction formats, 
flow-charting, and use of shared tine computer terminals. 

BU3IKESS 191 - Office Procedures 

General office procedures, humein relations in the office, public relations, 
business ccanmunications. Also included are di^gslication procedures, basic 
principles and procedures of filing and records, use of reference material, 

ADVAKGBD •nPEWRITINS 

A greater skill in specialized business procedures offered; selected problems 
requiring production of correspondence, tabulations, business forms, rough 
drafts, statistical reports, manuscripts and msmorimduins. 

ENBLISH 61 Conimunication Skills 

In addition to basic writing skills the course nay include the study of 
advertising, gex^ral semantics, oral cosBmmlcatlOTS, visual presentations. 
Interviews, and the influence of modern technology in various career areas. 

ENGLISH 106 - Business English 

Includes written and oral communication relating to business, a study of 
the psychology and planning of a business letter, specific types of letters. 
Also methods of collecting, preparing, end presenting data will be studied, 

BUSINESS MATH 

Review of fundamentals of arithmetic; percentage; graphs; simple and comr- 
pound interest; taxes; Insurance, bonds, and their application to business, 

SI^ECH 

Ba.~ic speech techniques with eB5)hasis on self ccaifidence, directness, and 
vcice and diction ln5>rovement as well as outlining, structuring the speech 
axid use of effective language* 

5, COMMENTS: 

Oursj is a Co-ordinated, clerical training program. It is offered to aU 
the women during their confinement, in order that they may be a qualified, 
eaplc/able individual upon their release. At this time we either help 
them select a college for future education or set up engjloyment interviews 
if so desired. 



Naiae of cor. tact person Dr. Fred S, Cook 

Haoe of progran: Senlcr Intensified Program 

Address of program U21 College of Eduction 

Wayne State t&iiversity 

Detroit, MI U82<^ 

Please identify handicap/disadvantage and age groiq? for whidx i^ogram was 

de-wlopel. Not succeeding in t'ne regiOar high school vocation program. 

1. LENGTH OF PROGRAM: Clerk/Typist & Clerk/Stenographer - 36 weeks 

Salesperson > 18 weeks 

2 . AVERAGE NUMBER OF STUDENTS : 200/8Chool year 

3. EQUIPMENT: (Please include make, model and quantity.) 



ITEM MAKE MODEL ftUAMTITY 

. Typ€-wr ii<f rs 

IBM 3ele:tric 31 

IBM Selectrit II 9 



Euplicarir.g Equipaent 

AB Dick 580 Electric Stencil Maker 
3M Thermofax Secretary Thermal Copier 
Star^dard Rocket Sprint Duplicator 
AB Dick Model ^30 Mimeograph 
Gfcsitetner Model k6S Mimeograph 

Aui*c -Visual Equipment 

3M Model ^7 Overhead Projectors 



Panasonic Videotape Recorder ttoits 3 

M; scriiaritiouvs 

Filv Cat:net& (miscellaneous manufacturers) 15 
Tvp;ng Tabl*^s 

UO" X 16 

36" X ao" 21 



(Other jr.: 3ieiian<-ous audio- visual equipment utilized on loan frcan Wayne 
State Univer^i*-/ College of Education as needed) 



: • . * I;.'-:.^ .! - i Fr.graa art? vu;rer*tly being used 

..a: fNri.a!i;^ \\: r^gixu^. th- Un'.trci States and Canada. 



A. CUrK/T.l.t.t 
Dally goa ^ . t t . . » . 
hundred f;i*> :>C n..*..-^ 

ma$t-f: 5 Sugg*-'.-*-. i it.. 4*- • * 

Inati^.:t . ..f. Pa v. • : r': .' 1 

All ma'c: a^:. a.;* ^a..^ l 



. -::r *nt 17 r-ar..- '\>.s attached. One-- 

{ . -r.i! ; :>' o.hccl yc;*^ ^if*::ly ♦ir.ts dally goaULs 

rhv j.:.a:.. the s^ui-^;.'.'^ zat^^rials> transparencj 
: \.:: a: i t;:r/.B t:f •h- Va:her and student on 
\' . ^.r. *i i'c^u:. (SU forruat) ! nil vl dualized Task 
1 ; t ^ ^ff. • Ta.^*'.^ fo- tr^e student to perform^ 
: rv, ^ / !-zr;fr.t tK- cl^ik typist cluster 

:' vv /K 



Daily g:vals ha'.fr i-t;. 1 : ;r i t r ::. 
dicta** I.: cc;i tr^ri r 



'>r.:.e. • • 1 r.o.l y. a; r In the SIP 



Ir • • 3 TIit: , a:. iT.i: ''. iu&l.^zti approacli to 

Ttu=;'V dL'.i ,>*hf r''/fa».-i a. *. .v:*w#»a perfcrai&d ty the 

.1... er. — r-;:i.4- . "lur-.* a .:. tcv ci- 'k. i .eg raphe. r cluster 
• ■ 181, .■■ w- .• i i -i" w:. : If. 



I'-ail v tj:a:.i lA--* L- ' :. ji*-! .-ti : r-..T *r.t- ib i '-'n^ ct i» ^♦..vt- ■ artachti. Seventy-five 
'^~<C 1-. f..a:.- .. r .-v ichc r.f*.:**-r ;>t* up ir. tti*- SIF format teach what 

th- .,^vi*t:r r c%.» -F'-' ■ <■ : ' »' "• • -..f {•.-.ior.s t:r,t«:i._ns this pictVssion. 



' av 



ar r \i t 1 • . a va' * . : 



• ♦Lft I.*.grd.Ti *s devot'^-l tc tbree rcomcn tmits: 

.-..i ----,. i::;ay:r.g, ar:i g*>^st lectures, students 

♦ -jL . ar. i *v w tc K*-^p 1* Sources of einplcyiwnt, 

-'.r- at- : ?.uss*^d 1^ d^ptb. Students 

/ : *: actual ^cb !nterv:*^W5 in the 



tc i':rt " 4 
Thicker. . 



w -r. /: .! ;ca^ ; . based cn the 
o 4^ ^* : ^ients art guided and encouraged 
^ ic 1 rr ^ r • ira * ways of ^vrforiLtng ^tob tasks « 
r., ^x^^i'.-; rt^a:- i tc ^fr^^itlo fntry l^v^l jobs 



"W^rk Sinart^-, Not Harder 



^.ti' 4 .:. r-i.**^ . jcb^^ «ni ^he ^apldity with 
.'^i**^ Tii^ n^>d to Ji-date or de^^lop 
: • r:-;.'^'^-^ :^ul*=ri*' t r Ih*^ er^ntuality cf 

t..<.s.L^. • ha*j<- 5 ^:,a,ijK^ti in attitudes and 
•?ajj€ri^ T^ ^ .t'. ^ %r 1 M '! . ? 4* tri^'\4r_ * *• .'/♦pratfl int.o classroom units of 
•aT >*. r u' • aw:ij*-r- * : ♦ > tnt.^*" v.fr/*" • • ^ 'j* r-^a^^-i by student participation 

mpsi-.*-* i: >-u ... . ;. -a-i : '.i-. v.:. .:*^xa.i.>. I'.ur.i ou*.^*d^ tbt> classroom^ 



Pr* para*. r ti- Cr:a:»-v: T-*- * ' ! ■^ ' 
n^w SK -i.^ a!. 1 3^-o . 



ERIC 



% 

1 

SIP differ^ -t'.r; .• , a* ^^'a.-:. i-afrrns ir. than: 

a. SIP is d€-r-.gn^i f-.: K.«i;L .',hccl senicrs and dropouts. 

b Th*' '*ud^i.*« r.* '-^t*!*! *.(■ have pre^icus prefa:atcry courses in 

d::-* • :t'uv • {»r :i/ . . : r •. ; .ut** Kcns.. 
c. C-f:tr.t lata .i ;i * .* .*->.• :\ r fr.*ry oc^upatior. requirements were used 

a- *h<^ bsiff-i ! . • 1* -> : i-.T.- ' * ar l •r*'alLiaticn of the 'essential content 

c. Tu- n;;r.»?r.a. tr.-r-:* ri- * ^.a^'-^ . : »av«>i*. ir ltd entirety in the one 

^.•t.....: \<rar '•-.».- ir^' '-'. f-r 3aa"v-i<?r.-cn) 



Name of tor-ta i i^vj l....t: 
Natae of piogiaa. 
Address, of uorrai:. 



-W.A .E, - Cffi.'s Du{.i.i .flktior.-. FrSi.Uc« 
r-w-rine, Texas 78006 



Please I'ler.ury :4x!.^i aj. t. iir.t&t;-:- af.i age group ici r pTOgram vas developed. 
Disadvantage a Mi.ia.. .:.t;ju'. • 'tJ.-8th graaes 



1. LENGTH tF-v.^^r.:. 



-1. 



3. EQUIfMENI (fleaoc i:. maKe. mc-a':! ar,d quar.rit/. 



ITEM 

Light •ii».t-i.-r 
Ligf^t lat".« 
Light Tftt:e 
Collator 

Elec I ro« ^ ai 1 . Cof 1 r i 
». 

Duo Puc'T fcirri'^-f 

Paretic* i i:r.i.^ Ma -..t.nr 

Ro-K«et ; r i r : t 
Mirneogr!*p: 

AcLdir.g Ma.Lmtr 
Addir4g Ma .Mrit- 



A h ::;.K 
A h L;i :k 



A r f;. . ii 

im , 

NCr Frtitt 



M-lEl 

3:..30 
SL-50 



Molt:! 665 



lUAMTXTY 



1 



It. 



rv 



VITI. 



ERIC 



• QlT t .. .^i a J J * o ft » 



* tt a ? * 

a 9 ft 9 

J , • « o » 

» c 0 « 



Ciuio 5c P«.r -.lament ary Fr^ eciurco 



> > t ft a u It ^ 



9 o « • I * 

1 . ) i. •» » • J «» » 

f 3 ) > I 1 1 4 ^ O 9 



a 9 * > 



> » I 



« 9 > 



■> * > • «v ♦ > 



1 .... * 



> * « 



» > 
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o 
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18 


- 23 
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0 
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- 27 
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• 




• 


» 


9 












« 
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ft 
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ft 




0 




- 60 




0 










61 


- 66 
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9 


o 




u 


68 


- '3 






o 




9 
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- 79 
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83 


- 87 
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0 


88 


- 90 


* 
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OhEAir'K Pr .^..^CTS 

Statio?.tf:y > 
S ;at !. P^iiiS , , . , 

Pict^^ffd «• • ♦ 



lit: 




, •» ^ i t'^ J 


- i^l 




- 12i. 


A • « ^ xi3 




* ^ «k •> 








4fc > V • 




• « • ft ft l.i?3 





Naa» of cbntact person 
I 



Naae of program 
Mdsress of program 



Mr. John R» Mallino 
Clerical Office Practice I and II 
Busirieas Department 
Mar; en Center Area Hi^i School 
Majion Center, PA 15759 
Please identify handicap/ aisadvant^age and a^ grcn^ for vh2ch prograai was 
developed* Disa4var.taged GreMLes 11 and 12 



1. LEKGTH OF PR0GBAr4; 2 years '9^ semesters) 

2. AVERAGE liUMBli^ OF STUIiEIilS: 20 

3« EQUIPMENT: (Fle£is« incl-cde make, model and quant iry.) 



ITEM 

Duplicating £k3.ulpment: 

Spirit Duplicator 

Mimeograi^ 

Thermal Copier 
^^ewriter» : 

tfaderwood Electric 

Iftidervood Manual 

Olsnqpia ManueQ. 

IBM Electric 
Machines; 

Printing Calculatcr 

Electronic Printing 
Calculator 

Adding Machine 

Adding Machine 

Ten-Key Add 

Ten-Key Add 

Ten-Key Add 

Full-Key Add 

Rotary Calculator 

Key Driven 

Mimeoscope 

Transcriber 

Transcriber 



MAKE 



A, B. Dick 
A. B. Dick 

3M 

IMderwocd 
Underwood 
01ya5)ia • 
IBM 

Olivetti 

Olivetti 

Olivetti 

Olivetti 

Monroe 

Monroe 

Frlden 

Monroe 

Mcni oe 

Coffipt ometer 

A« B. Dick 

Dictaphone 

IBM 



MODEL 



215 
530 

Secretary 
Scriptor 



Selectric 



Logos 328 

Maltlsumma 20 

Electrosumma 22 

91IEIIX 

600 

ACyiO 

U08- 11-011 

Educator 

Board #♦ 

TB7-U371^6 

IB7-U3720U 

12"U8lU7l+ 

12-1^811^75 



QUANTITY 



1 
1 
1 



21 

9 
6 

28 



1 
1 
1 

2 
1 
1 
2 
2 
1 
1 
2 
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MARION fKKlE? Hidii SvllOOL 



COURSE DESCRIPTION 

dericed Office Prar.:. ;e leoigned to teact* ^rr: .^t fr.'C^^d'^ea 
and skills tc tT^n^^Ta^ ru£:r;e;bs ©tudents so tna* •. ^•y w^ll be pre- 
pared to hold s::^o/:.;a.. prsiti.'^ns ir. b\c:n6,\:: iv. . Pupi.li^ are 
tau^t the cperar..uri ari care cf r^qL^Jiipmer*- i : frr^.a in offices^ 
They are also "^aiigh* fllirkg ar.d are maae faiLilia: Vr, f-ytKs usually 
found in buaine^^^* Emc^asi^^ ic plared cn prcv.er a'-^^-.^de ard the 
establishment of e^no } wcrK i*afcit^. 

Each class meets fivr T.f:f.'rJ5. .1 w*^-K fc^r ^eeKo for ot>: credit. 
(13ie canplete coari?e re^.^r^r^ V. -^- v l^i:. '%r fv^.x ^'^.-rti^^z.^ ^-r^^ , for 
lihich pupils earn two crr/i.t^/} 

OBJECTIVES 

1# To develop iesirablf^ a'l^iVcu-,- ixr. t w:rk x 
necessary fcr t^ucct^-^c* :r an '"f: :^:^ .a* r,. 

2. To provide experlen^re m the r^i ^ * f ^ 
duties* 

3. To reinforce ari ctev-clop pre"<iu£ly Ir:arr:-:-i ,r *yping^ 
himdvriting, Sngli^h;, .^j'trll.Ir.g and ar .'^'■jtit^* p. • 

To teach up^tc-da^e fllx^i^. rvet'r.oif.. procn-.t^f f , a:;i eq- ,pTr.<»nt.*i 
5« To teach the proper '.-ar^ at'^i cperaticc; of oor.'T,-.,:.iy ;t.*^d office 
machines ♦ 

6. To acquaint the p^ip-*.! ♦Ve fur.daaif-r;tal prir.-ipies of 

various bi^sines^s foi^-i^, an-i at7 1 i.:a^- lor: of f:rr.s 
to practical problems* 

7* To help the sT^tient^ h^^ir hvw tc rt.jrv*- -ir.i "yi^ b;-.r ;ne.-s 
letters 

8* To teach pr^jper prC'Crr-^.ir^ f; - a p' . 1 ■ in '^he 

business worl !• 

UNIT I: THE OFFICE WO.f^KE!- 

!• Ob^Jecti^rec 

A* To acquAir;^ ^r-e p.:p,\A Vtt.-, *r:^ i^v t^r.^ail^ i variOuo 

off irr? pr.&it-.ior . 

B* To imprecj upon t.;^* ^-^r: q.a^.*;-.- <fr_ :.h 

lead to 5.iC';.ei>.> :ri a u ir.v, : •at :rt.* 

II* Content Ic:*": ;q..t:.- cU'-i Procedures 

A* Your (Career ac^ ar. ^')rt\^^ -i.- :.-ci'":rt 

Worker . : ;x / • v : - r^.? : personal 

b # Your Per &rjra i ;|j€ii : *. r :} n 1 ;. ♦ 1 r 

K'f ^r i hi;:l*ftin boards: 

F^*.-'*:. ar i I rar:-pai cnc^eb 



CliSlCAL OFFICE PRACTICE 
ISm 111 BUSIKESS FOl^m 



I* Object iVKi' 

A» . To tr«;r. j.j...;. v:; f r:r t at-d wr:*- --^::,.y . r. i^i-ixesA 

B* To becc-n*- :&'ru: .ar vit.h «ffici<?r* g*r.i..a* i .n of office 

C. To beccEte a^qiiaintsl witt rjre p^j i isaigr. of 

business forsi** 

II» Content lej^ni-^ fa and Froccdiyres 
A* Handv.'itmg a; 2 l-*'^erir.g cc h&r iwritlng ar.d 

C. Business Fctttis lesigr. Cia^s* 3«s». <ssior 



A> To beccane ffiiinillar with the routing cf p.a-r;Abirig ar.d sellir^g 



: l\i:li.ca*:ir4g, handling 

tcr.s ^ proofreading, 
fiai.,rr5£ and corrections; 
■ rcirfdirag artd spreading^ 
^utTifVi^S ri^t margin 



UmS.IUi PUHCHASING AND SELLIBQ 



I. 



Objectives 



II. 



Content 



Te hn.q.e.- ar.d Pr-cedares 



A. 
B. 



Porchaslng 
Selling 




UHIT IV: 



IHVEISTORjf AND THE STOCK BOOM 



Objectives 



A. To beccme faiLr-iar vi*rh tr.? rc'^ne.- o:' h%3ial. r.g \r.%er:*oiy 
and rtock room srrfxlies 

B. To becocie faaaliai with the rou* ine cf ship-jlr.g gcods 



II. 



Content 



A. Goods Ffceived wid or 
Hand 

B. Goods Shipped 



itrjct h at; dwr i t t er. 
Leair. vccaCvAary of shipping 



i h.* ^.,s. r.f fwims^ typed 



C£&ICAL 
t 

wees Vs 



OFFICE HIACTICE 
PROCESSING DATA 
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1. OI>deetlve8 

A. To develop speed and accuracy in the use cf rundaaental 

processes of business arlttusetic 
B* learn how to calculate percentages and discounts rapidly 

and accurately 

C* To learn how to prepare and verify business papers and 

rsports by use of adding ma c h ine s and calculators 
D. To bec<^ fsamiliar with isodem data processing procedures 
£. To became f^smlliar vlth operation and care of voice 

recording - transcribing machines » copying and duplicat- 
ing machines. 



IX* Cksntent 



Techniques and Prccedures 



A. Bxsiness Aritlraetlc - 
Fundaaental Processes 

B. Ferc^tage and Discount 
C* Adding machines and 

calculators 
D. Automation 



Class discussion 
FTill «. €u:'itiCTietic 
Demonstrations on machines 
Potation plan - machines 
Films - data processing 



USrS VZ: MAIL AHD TELEKStAMS 
I* Ob;)ective8 



A. To learn to handle incoming and outgoing mail efficiently 

B. To learn the proper use of telegraph services 

C. To learn to coopose telegrams properly 



II* Content 



Techniques and Procedures 



A. InccsQing Mail 

B. Outgoing Mail 

C. Telegraph Service 



Class discussion 
Preparation of forms 
Preparation of telegrams 
and cables 



URIT VH: IHE TILEPHQNE 
I* Objectives 



A* To train pupils in proper use of the telephone 

B« To acquaint pupils with telephone equipment commonly 

found in business offices 
C. To iaqpress txpon pupils the necessity for courtesy and 

sincerity 



II* Content 



A* You on the Telephone 
B« Switchboard Operations 
C* Intercom Systems 



Techniques and Procedures 

Class 'liscu£sion 

Use of Bell teletralner 

Films: If an Elephant Answers} 

How to Lose Your Best Custonwrt 
Without Peally Tryingj Hello» 

X Need to Tell You Scmething 



eiJttlCAL QPFXCB FRACTK^ Page k 

WSaS VXXt TBS TELERiONE (Cont lnaed) 

ZX* Cdotent (Continued) Techniques and Procedures 

Vl&it ;^ by teXeithone coo^pany 

representatives 
Records of conversations 

USn VJUi TSB BECEFTIONIST 
X« Objectives 

A. To teiUarize the pt:9ils vith the duties of x^eptionists 

B. To acqtuaint the pupils vith the qualities of appe^tranee^ 
voice, knowledge, and general business behavior required 
of receptionists 

C« TO provide pupils with the or.;portunity to evaluate speech 
habits 

IZ. Content Technlquies and Procedures 

A* Meeting People Class Discussion 

B* Business Speech Bole playing 

Use of tape recorder to 
evetluate i^ec^ habits 
Films 

OSIT IXt BOSIBESS FXUONG ASD RECORDS CQSTROL 
X. Objecti'ves 

A. To familiarize pti^ils with the organization of files and 

filing procedures 
B* To teach pupils the rules for alphiibetic inilexing 
C* To give practical experioice in filing through use of 

a practice set 



Content 


Techniques and Procedures 


A. 


Records Management 


Class discussion 


B. 


Alj^abetic Filing Rules 


Drill problonft 


C. 


Filing Procedures 


Films 




Oiarge, Follow-Up, Transfer, 


Practice set 




Storage, and Microfilodng 


Display of sas^le material 


E. 


Btmeric, Subject, and 






Oeogrfl^ic Filing 




F. 


Social Files and Filing 






Systems 





imrr x: 



.11 ii'i ' 
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A A 



B. 



Ccr.*<pt.* 
A, 

c 



UNIT XI: ThiL MA:;.a;'!.?. 



! ^ • 



.1}..! fi .13 duplicator 



Or 'J- r . ,■ 
A 



1 



t..-] itr.a •y7r 



1 -9 



UNIT xri: TYi ; :^ 



A 



*tr J r-.ra; 



1'- -i- 



-a . * 



CiIrICAL office. PKACTICrE 
t 

UNIT XII: T\P!Na lA^K'S ^Cr.ri*lnued) 
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II. Caitent 



T6cbinaq:.es ar^d Procedures 

Class diacusslcn 
ase of reference books 
lyping probleme 
Prepailng graphs ^ chart Sy 



B. Financial Sepcrts and 

Sta' ement s 
C» Legal Fapers^ Minutes, 

an-3 Resoliitions 

UNIT XIII: FIKANCIAi. yJLl^ 
I, Objectives 

A, To faailiarize &tuden*.s with the services offered by banks 

B. To acquaint the siudenta «irh a varie+<y of methods of naklng 
ea&h paytaetita 

To gave students a general lu;owledge of payroll proced^ires 

D. To acquaint the students with Infoncation involved in pre- 
paring an inccfflje tax letum 

E. To iuipress upon students thft rgiths as.A respcr^ibilities of 
consunKTs when buying on credit 

F. To acquaint the students with thts rece^sity fcr absolute 
ace xracy when dealing with financial records 



Content 


Techniques and Procedures 


A. 


The Checktook and the 


Class discussion 




BanJt 


FilJBs: 


B. 


Making Cash Payments 


Preparation of checks. 


C. 


Payroll Woik 


deposit slips 9 recon- 




Income Tax Records 


ciliations 


E. 


Credit and Collections 


Preparation of simple 






incojne t«uc report 



UNIT XIV: you AI3 AN OFFI-TE WORKER 



I. 



II. 



Objective is 
A, 
B. 



C. 



E. 



To acquaint pupils with sources of infcrmation coscernlng 
b^ismess careers 

To acquaint p-ipils with methods cf securing information 

'jc-r.ccrnjng job openings 

To give pupils an opportunity to prepare acceptable appli- 
cation blanks y personal data .sheets, apP'licatlon letters, 
and ether letters pertaining to erapioyment 

To give suggestions to pupils concerning erapioyment interviews 
To acquaint pupils with the Job requirements and the proce- 
dures and forms of beginning business positions 



Content 


Techniques andi Procedures 


A. 


0: : upa.* i oral I r rorroation 


Class discussion 


B, 


Ihe Personal I.»ata Sheet 


Films 




ind t.h*' Apf i «.cr. 


Transparencies 


C. 


The Intervie-w 


Fosters 


D. 


Specialized Clerical 


Typing: Forms and Letters 




Positions 


Simulated Interview 


E. 


Orientation of New Hii^lpyees 





The cslerlced program in our school was started to provide tiainiag for 
dlsalvBiitagad puplle. The only requir^&eait is that they have at least a "C" 
grade in beginning typewriting or a "D" with the teacher a recoiaaefidatton. 
We do not require that pupils take Clerical Practice I in order to take Clerical 
Practice XI. I&ereftre pupils vho hare done poorly in cror Tegrolar program mey 
transfer to the clerical pr^ram in twelfth grade if tney vlbh. We have tried 
to synchrcmize the courses of study so that pv^ils may transfer vlthln, sdssing 
filing or machines instrttctiaa, fcac exaagple. 

Students ^ not eaployed; however, they may volunteer to spend free 
periods working in a groizp that pr^ares duplicated materials, etc*^ for 
teachers* 'Sxey also work in offices throu^^out the sdiool* In this way they 
do gain sotse practical experience. 

Twelfth grade clerical stiKiesrts also take one: semee'^-?r of Record Keeping 
and one semester in Introduction to Retailing. 

The total facilities of the business departiL^nt are avcuIaDle for the 
instruction of these pupils. 



Same of caitact person Arthar H. Davis 

Name of program Clerical SklUs I.al)oratory Project 

Address of program 



School 2>lstrict of IMladel]pbla 



John F« Kennedy Center 



73^ Sc^UclU Avenae» Fhiladelphis, PA 19lk$ 



Please Identify bandicap/disadvantage and age group for %dilch program %ras 
developed. M^jdvantaged (reading* math— at least 2 years beloy level) Hitfi School 



1^ I£li6IH FISOCSft' This Is a two*year pr og ram tot 11th and 12th grade stadoits. 
Basle keyboard knoirledge of ^e typewriter Is a prerequisite for the coixrse. Students 
acquire skills during the llth year through the use of self-paced Individualized Instruct 
tlooal '*molule8.** During the 12th year » studoits are ^red" for a Simulated Office 
program vfaere they operate their owi model business and do the paperwork that actually 
runs the office. 

2« AVERAGE NUMBER OF STUDENTS: students per '^Isib*' 



3. SQUH'MBIT: (Please Include make, model and quantity.) 
ITP! MAKE 



See Suggested List of Equipment In Booislet 
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% 4. CURRICULUM: (Please give rationale for each unit or z«3dtxle. } 

We are developing modules for the following areasf second •year tjrpewritli^ progran^ 
payroll clerk, stock clerk, office cashier clerk, accomits payable clerk, accounts receiv 
able clerk, mail clerk, billing clerk, order clerk, 10-key adding machine, electrcmic 
calculator, spirit duplicator, stencil duplicator, and keypunch. 

Ve are using a **Sy3tems ^roach** to develop all of our nodules* Ths nodules ars 
designed to teach sto^nts skills which mset job entxy level requirements. The "Systems 
Approach^ calls for the writer to first analyze the tasks that are associated with each 
job and write a <*Ta8k Analysis." Next, a "Behavioral Analysis" is made of each task, 
and the type of behavior that we wish elicited from the dCSisnt is listed. This helps 

us to create a "Hierareby Chart*(^so that^ we can detexnifle the order in which the student 

should learn the material. After the "Task Analysis," the "Behavioral Analysis," and 
the "Hierarchy Chart" are written^ the curriculum writer has a much better overview of 
the cognitive, psychonotor, and affective educational objeotives to be accoB|>llshed by 
the student, and a blueprint from which to operate. 

The Simulated Office Curriculum consists of those jobs found in the real business 
world. There are 25 jobs that students perfora that correspond to jobs found in industxy. 

5. COMMENTS: 

I am enclosing a booklet that was prepared by a few meiiA>ers of our curriculum 
coonittee. I hope that you will find it useful. If there are any questions please 
feel free to correspond. 

The Clerical Skills Laboratory is in seven schools at the present time. We 
are also planning the expansion of the program. 



o 
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SCHOOt DISTRICT Of FHILMJEUPHIA 

Division of 
Vocational Etfitcatlon ButlMM 



1 

I 



I 



Tbls Matarlia Was Pvopsr^ Fort 



THS FHIUSeXPHU HBSRATION CST mCHSRS 



TaB fiBXXSVGB-STRASFtlRD HOfBt 
fBBBOm 23» 1974 



S^pealn^si THE CXSRXOAL SKXUS LABQIUSOBZ 

Arttaor H» ItaYiSy Coordinator, Gloriosl Skills labontoiTy 
Projooty Setoool Oistriet of Philadolpfada 

Iforton QinAntg, ftaebor^ Glorioal flkiUa labomtoxyi 
HoKborough High Sehool, miadol^hia* PonmQrlvmaia 

Dr. aatb Borwits. Otpartamit Hiaa» Bosinsst Bdneation, 
Slnon Qrats Higli Sotockly Phlladolphia, P»iiiiagrlvanift 

loMrenoo Zaokt OopartmBft BmAi BiuiiiioM Sdnoatiott, 
Ontfbrook High Sebob!, FMladelphia, Ftoaqrlmia 
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IZ. OBJECTZVSS OF THE CIX3^VIIS CISRXOAL SKILLS USaRktm PROJECT 



ni« nSRT 4iSBL BBSPOSiSZBZUXt 



V. FLcxai PUS m a dsfocuu* skuxs lABOftATm 



VZ« TBS SXSITC imOA<» 10 CDBRKSJISN MBITINa 



VII. SAMPIS PASBS OF CISRICAL SKIUS JABtBHSCSS ODBRIOnini K0DOXS8 
«• Jtanior GSL 

PioFToll Clark 
etook CCLei^ 

Adding Maotalilea 

b. aMdor C8L 

UBSO SaplogF^e HsodtxMk 
WBSO Job Maaual 



Tha Cl«pio«l acllls Uborfttoiy Project le • f«d#ril progrta, 
funded ander th© Vooetloail Bduoation AaendMta of 1963, It Is 
ciorently iu operation in the follovlng high schools: Bertram, 
Dobbtni, Mleon, Grata, Kensington, Orerbpook, and Roxborough. 
(Future expansion to additional hl«h achoola is a posaibility.) 
The ppogrsa i* designed for use by disadvantaged students. 

I. THS CLERICAL SKILLS LABORATORY 

The Clerical Skills laboratory program Is a 2-yeap Individuallaed 
instruatlonal program where students acquire skills with the aid of 
self-i«ced instructional units, correlated wiltl-»edi«, and a variety 
of equipment. In this course, which Is taught for • two-period 
block of tine on a daily basis, students aoqnire skills traditionally 
taught In Cl^»rloal Practice, Typewriting, and Office Ptaotloo. 
Currently, it Is offered In the Junior and Senior years of high school* 
The two-year sequence of learning Is culalnated by baring students 
work In a "simulated office" project In the senior year. 

The physical layout of the 'lab" is that of a reaXlatlo business 
office with indlvldtail work stations that generally acoomaodates 

to 30 sttd«its. The teacher of the "lab" is considered a "aanafar* 
o9 "director of instruction" rather than a transmitter of inforattlon 
as in a traditional large-group olasfiroem* 

JiariDa YKAR— J)uring the Junior year, students work with self- 
paoed individwliaed materials. Thesa packets of instruction are 
set up In smil modules. Bach modxile has a pretest, which allows 
atudaats to bypmss material th«y already know. Topics covarad are 
in the areas of typewriting, olerleel practice (stock clerk, piyrcll 
clerk, file clerk, mall cldk, etc.), and office practice (adding 
Miohinas and calculators, duplicating tqalpwaot, and office procednras). 



ftqphtslB l8 pUo«d on the dcrelopMot of work habits asd attitudloa 
expooted bj prosp«ctlT« oiaploytrs* &eb stodeat's work is btsod on his 
own osrsor objootiTo. A prcroqolsits for tho Junior Clerioal Skills 
Lsboratorj is scqoisition of basie ksyboard typewriting akilla. 

SBIIOR YBAR— la tha Sanior yaar, atiidaDta of tha Clorioal Skilla 
I«boratoT7 prograss to a Sinulatad Off ioa prograa. Bara thty oparata 
their ovn oodaX business and do the papamork that aotnally nans the 
off ioe, Raalistio features of the aiaolation iaolode applioatlon for 
jobs in the sioulatad offioe based on students' intaraat and abilitiea; 
use of intarooB telephones and a tiaa olook; payvaBt for vork bj cheek 
(siJRulatad) of oouraeDi and student a aarrlng as otnagersy 8eorataries» 
asd olerks* Flaoeaant of graduating students in antry-laTel jobs 
related to their career obJeotiTes is a goal of tha Clerical Skills 
laboratory* 

A prerequisite for the Senior Clerioal Skilla I«borato27 is 
knowledge of typing, filing, and addlBf and ealoulatiog naohinea, 

(%»hich may bo acquired by conpletlng those specific individualized 
Eoodules). 



A. GHHBRAL OBJBCTIVSS: 

1. To aignficantly r«duc« the dropovxt rate of studants tn tba Clarlcal 
Skills Laboratory Pro j eat olasaes. 

2. To sl^nTloantly reduce &bsmA—Xsm of the pftrtlcipatlng atodanto. 

3. To slgnficsantlj irjprove tha coJ^pxtational akUlo of participating 
pupil « a a swisured by the pra- s.«5 poattaat acores. 

il. To 8l«nficarrfcl7 ispror© student oonspetancy in aU buaineaa adaeation 
•raas of tnstniotion, «« .aaj^ad by tho pra- and posttasta for tha 
various araaa davaloped by tho ourriauluii ooimittaa. 

'5. To davelop 8tm?ant oo«p«tency In coaaunioatlTo akllla aa -aaaurad 
\yy tha pra- and poattast acores. 
B, OBJBCTIVSS OF THE CimRICnLlM COM>frCTKEt 

1. Oaing a "systama apptrcaoh" for yritljig ourrloulun, to ppodtica 
iadlTidualiisd iastrtictixjnal pRokats for the cognitive and 
payohOBotor domf^B for the typawriting, elarleal, and office 
aaohlnas areas. 

2. To continue to develop aulti-afidia software correlated to the 
paoketa and to daralop this aoftware in confor«ity with the 
•iystoaa approaoh" u3«! to daveicp tha paokata. 

3. To continue to clearly as^ conciaely otate the terminal p«rfo«i»e 
obJactlTea for woh of th« following antry-leval buaineti eare«r*t 
caahlara. r«o*pt ion lata, locountin.^ clerk*, general clerka, payroll 
clerks, office «schiae oneratore, file cloike, typlati* and atock 
clerka. 
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0BJ5CTIVSS ooirtlBuad 

Am To continue to prepare « taak analysio of each job entry-lavel 
skill requirad for the Jobs listed under nuaber three tboTO. 

5. To graphlcall7 Illustrate ^ in a hierarchy chart » the learning 
sequence of the teralnal objective and enabling object ire for 
ec:dh task. 

6. To describe, in behavioral objective foraat, the adneatlonal 
goal of t' 9 behavior to be elicited. This desorlption will 
Involve a stateaent of what the learner vill be able to perform, 
the conditions under vhieh perforaance vill ooour» and the oritccia 
for deteraining acceptable perforaance. 
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DESCRIPTICai 



•QUANTITY INSCRIPTION 



£<^UIPNE NT 

A Calculator, •lectronid, printixig t*pa 

2 Calculator, electronic, non-prlatl2Jg 

3 Typewriter, Electric, luteroh&cgeable 

Type 
1 Ntlmeoacopo 
2Ji Typewriters, Electric 13" OArrlage 
1 Nhgnetic Board Wall 
6 , File Cabinet, 2 diraver» l«gAl 
6 Pile Cabinet, A rawer, legal 
1 File Cabinet, 2 drawer for 5x8 cardf 
1 Pile, visible, 5 drawer for iUc6 cards 
1 ■ File , aide drawer piillout, legal 
1 Paper Cutter 18" 

Motor driven letter opener fop 

instructional purposes in laall 

clert project 
1 Time Clock for payroll projecta and 

mail clerk projects 
1 Punch, Adjustable 
1 Stapler, Gun Type 

1 Telephone Installation, 8 pboMs par unit 
10. Adding machina, electric, 10-k»y Tapa 
1 Adding machine, fuU keyboard 
1 Duplicator, spirit, electric 
J Stand, IXiplicator, Spirit, alaotrio 
1 Duplicator, Stencil, electric 
1 Stand, Duplicator, Stencil, el«otrie 
1 Copier, transparency and mastar wmk»T 
1 Stand, Copier 
1 Postal Scale 
1 Electric Stapler 



AV EQUIPMENT 
3 AV Cassette System with Built-in Slide 

Sync, (Student Use) 
1 AV Cassette System with Built-in Slide 

Sync. (Teacher) 
3 Slide Projector (for use with above) 

1 ^ Slide Projector (Teacher) with Laap 

Zoom Lena Stack Loader, Reiaota 
Extension Cord 

2 Projector, Sound 8njn film 

2 Ektagr^rhics Filmstrlp Adapter 
5 Roar View Projection Module, with Light 
12 Headset 

1 Listening Center 

2 Silent Projector 

5 Tape Cassette Players 

5 Recorder/Player, Cassette Capable of 

Use with foot pedal 

6 i Foot pedal for above recorder 
1 -Recorder Player speed) 

1 Camera, Instant 

5 Previewer, filmstrip 

1 Projector, filmstrlp and slides 

1 Labeling Kit for AV Equipcwnt 

5 Study Carrels (Considered Pumiture) 



ymarnruRi 

2A L-sbtped student desks 

1 Teeoher desk 

30 Student obiirs 

1 Teaoher ohair 

3 Teblee, for duplioeting equipaeat 



AV SQUIPMSNT 

1 Screen, Projection 70 x. 70 

6 lAV Screen, Rear View Projector Screen 

1 'Projector, filmatrip Cassette Actuated 

1 Projector, overfcaad 
1 "Rt'cord player 

1 Playback/Hocord Slide Pfojector with 

Synchro-iisad Cassette Sound 
3 Playback Slide Projector with Synchronlted 

Cassette Sound 
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VT. THS Sy.?X. W^ APF^ XAC:-: TO. Crmi^_Iir.tTH W RITim 

Va «r« ualng s "-^stoe^i anni-ofoh'' t--^ p:>>f*^iC« Indlvl.duallsfid inartruotlonal 
aaterltls for th© Clerical 5>iila Uborstory Proj€Kst, This procoos wao 
d«8i^ttd by Dr. Petar S^eoff , Prof«8s«or of SaucetioD of th« Itolvarslty of 
dryland. This "systeias approaeb" to vritjLag oiirriculuai linror»es oany 
addltloDftl artopo that heretofore. not tnoludod In producing paokats of 

■aterlal. 

With a "sy<(t>eaa approach^" tha toaohcar mart first asalyza tha taaka that 
ara asaool^ted with aach job and vrita a *taak tJislysle". »art, a "BahaTloral 
AMlyaia" i» «da of each task, asxS the typa bahsrior that va wish alleltad 
fto» the stodant ia listed. Thirf h&lpa '2a to craate a "Hierarchy Chart" 
ao that ve can determine the order in which the atudent should learn the 
arterial. After the "tabk amlysis/' the •'behavioral analyaie," aad the 
"hierarchy chart" are written, the curriouliat writer hap a vmoh better oTerriev 
of the cogsitiTe, psychoo^Dter, am? affective educational objjeotlvea to be 
aoooapliahed by the etucient, avk! a blueprint froa which to operate. Thia 
allows hia to proceed to oontinue with the •^oyeite^a approach" and put in 
written form the naterial thsst should be learned by tha studant. 

It should also be noted that afi ar each atop of the "syerteBa approeoh" 
la collated by tha crl^^ljattor, it Ir nn«ly«ad by two other ourrloulufli urltera 
to mke sure there is af;r««*a«jrrt siaorLg tha ex^'erto. The msterial is then 
aaalysed by a reading specialist sad varijTled that it is at a Isfwml of 
•nderstandiag for the ucderf>ichlerver iti^ r*iudeat riding two yeara below 
le^l). 

This ictlre jawedvr© ia a tl^ ocmewair^ process ard one thet If there- 
fore costly. It la OR*, h>wrr«y^, ttt^.x. \^ bfflianre neaeaeary to prodwe the 
the type ef ottrrloulua »wx*yfxi«" '-b^* s«vot'W Iwi In ytxxtiaml olassrooaa. 



OOt CtMok with your teaoher th&t you hav* tte oorroet supplies. 
RSAD: T«k© « good look *t the carbon paper. Did you see that one 

aide Is dull and has printing on it, &nd that the other side is shiny? 
Look again. 

DO : Answer this question on the Hoe below. 

What Is different about the two sides of a piece of carbon paper? 



T-6.2 



RSAD I How to set up a car'b<m pack 
1 . Place your c€^y paper on yaar desk* 





Answer: 


There 


is a shiny 


side 9 


and a dull 


side. 






2. Place t be carbon paper on Xg^ of the ocpy papc^r. 

1 




3. Place the original on top of the oarbon paper 




[ 
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A. BIWEEKU . V<hen <^pI^.or ar=^ F>aid for two weeks' woi*, then the 

£ 4«- payroll roricd is biweekly > . 



Another p«%roll tcr^d U a^iaont^. A J^^S^^^^ 
period covers Slf . m.nth'. work. Psych^ii are i.«i6d twice . 
JSnth, usually on the first Aod the fifteenth. 



paycheck 



The calendar bsiow shwfi a wan^monthly payroU period. Bich 

>ck is for h%lf a T.Kr^vh'i* wcrk. 
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AUGUST 







> v. ■■ ■ ■ 1 





2 5 



MO 



16 17 





S£Mf- MONTHLY 



(|9 if 41:0 «!a^oy«?Jlj i^iJ^^ "'^' 



Answer: A record of inventory is kept on stock record cai^s. 

HEAD: inventory of a business is the article or merchandise 

that the conroany sells. 




Question: What do m call the merchandise of a coapany? 
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a: 



X-TiV.» J.>VID The D in JaVID coaes before the P and J. 



If the laist atid first names are the aam* look at th» middle nam* 
Compare the first letters of the rdddle names. 



SMITI-^ JOHN 




SMI Tl-^ JOHN 




In the example above, the last and fijrst nMS are the sane* 
Howver, the middle nanes are different. The A in AliyJl cones tefpre 
the B in BRUCE. Therefore, SHITK, JOHN idluH is filed before SKTPfc, 
JOHN BRUCE. 



Which one of the names below comes first? 

BROKM, EQBERT JOHN 
BRa«N, RGB£irr CARL 
mO\m, RCBERT WIIXLtK 



A: 



(Turn the page to check your anei^r) 



AMSWER Clear Lever > 



RSfcp The ke^aid of your adding machine has keya for the nwnbcrs 
0 thru 9. These keys are called nurtber keys. 

Find the 0, 1, 2, 3, 5, 6, 7, 8, and 9 keys^ 




© ® (D 
® (D © 




QPESTIOH t Conplete the foUoving statenant. 

The keys from 0 to 9 on the 10-key adding nachlne are 
called keys. 



Turn to the next page. 



M 1.2.2 



SCHOOL DISTJUCT QT PHILADELPHIA 
Oiftrton ^ V6c.Mw.aJ B4uc»H«.. - «... - 
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I OfFArrvUT tUBICml ran %9 m^m Xhim form to •v«lu«t# ••ch MiiplAx»«« f»r smN r«atar» aalvoit Mm gra^ <^T worda whitli 
V d#«rritea y«Hir jiidfwtM of Xhm rm^Xoff^ nfxi t^i^la tlv9 arrrofrlat* mint f«lu«« Mm yov ha«« r«U4 

Ik* Miplo/t-t M mil faateri, Add tlM pMnu 4Ad MMord Um mot** toum lliia fotv U U» FinfiMl^ 



Oms tn*' person tmoM ^tiat to do 


HA3 ncmioKAt 

UKAOXOCK OF JOI 


HA« GOOD nOI&CDQB 

or joi 


HSXJXUS A 0000 ocu 
OF CQACaZM 


1 

luuminmLDQt 
or 400 




10 


B 


o 


. 1 

4 


Do«« aoaf^ttAa vortt Mi 

ftAftrdJL«aa or Mount don«, la 
wor% n««t and «^CTirat«7 

fro^tMHt and torlouo art 
•rroraT 


KXQBBT QOiLXn 
15 


wax oon 


fiXl 

f 


1 

4 


>. swam SI mk 

Conaldor tKo amount of woft ^odo 
1 iMidor noraal QcndltlMiaT 

!• tl^ tforkflov trapt BOYlnffT 
' Oo«a h« produea tho quantltj ha 

ahMid for vaoh tA^kT 


15 


u 


FAXB 

f 


I 
1 

rat 


Qoir ia hla racord of atoa«M« cad 
lAUMa«t 


AMDIT Oft 

15 


CCCASKMUdJ AMOiT 
Oft XJltB 
U 


ORUtS 

9 


■senuu 


s: tssam 

Conaidor attltud* toward work* 
oonpaoy, and aaao«lataat 


oECiUim 

ATTItOSS 


0000 
AttlfUDt 


ATtmn 


foot 


tea *pitoh lti*t 
Oaaa b« uotk awotmjr with 
otIiAraT 

OMa b« makm od offorfc to mdmr^ 
atAAd and eba^r^ ctm^amf 
p*llal#at 

Xo Ha willinc to do tha laM 
dMlrabla taakat 




1* 




AlUIUUI 1 

1 

1 
1 

• ! 


Cm ho cat tJi« wk ml% mUr 

pr«aa«f«T 
Cafli ha ba dofMMidod y^yro to 

o«Biplot« woiii aatiafaotorilj 

and on aehodialaT 
U ha wllllnt to dtt to «a«t 

^•ok lottdaT 
OkM ha *kaap hla aool*t 


am Awus M 

15 


QOnUlXS Cdl M 
COOITCD (M 

xa 


nm^OAv ■ 

1 

9 


umscm m \ 
• 


Qwcldor ar^paoranea, paraoMlttf* 

and ho«a#haoplnfi 
X« h« eopahla of rapraaantlac tkm 

n^m^nj owr tha phono or 

dlrootljf with tho publloT 
Oiaoa dmmm aultatl/ for th« JobY 
Za tho i^noral lopraaaloo oao of 

OMtAoao 41 ciaanllnoaaT 
Oooa ho hoop hia daah or Mart arao 

or^of-lj? 


czccxorr 


0000 
i 


1 

ffllUU 


OnUiU FOQft 


tauu 













ta« ». Xai (woo) 72 



STUDENTS CAN B2 RATED 3Y THE TBACHiR OR 
THEIR DEPARTr-IENT MANAGERS 3Y THE USE (F 
THT.q Evir.nflTTnw chart 



ERIC 




17 



|A' ^ WYOMIMS afTERPRlSES SIMOUTED OFFICE 

Salary Schedule 



Job 


OEPARTNJJdT AND JOB TITUS 


Hourly 


Dally 


Weekly 


Yearly 


No. 




Rate 


Rate 


Itete 


Rate 






KXKCUTIVE DEPARTMENT 


• 








1 


Administrative Aaeistant 


$3.00 




$120.00 


$6240.0C 




SERVICE CENTER 










2 


Bank Toller and Mail Cleric 


2.00 


16.00 


eo.oo 


4160,00 


3 


Supply Clerk 


2.00 


16,00 


80,00 


4160.00 


4 


Duplication C erk 


2,00 


16.00 


80.00 


4160,00 



PURCHASING DEPARTHSOT 



5 Purchaeinfs Manager 

6 hirchasing Manager's Seeretaiy 

7 fteceiving-Shipping Clerk 

8 Stock Record Clerk 
20 Keypunch Operator 



3*00 


24.00 


120,00 


6240.00 


2.50 


20.00 


100.00 


5200,00 


2,00 


16,00 


80.00 


4160.00 


2,00 


16,00 


80,00 


4160.00 


2,00 


16.00 


80.00 


4160.00 



SALES DEPARTMENT 



9 Sales Manager 

10 Sales Manager's Seeretaty 

11 Order-Pricing Clerk (A-H,I-Q,R-Z) 

12 Calculation Clerk <A-H,I-Q,IUZ) 



3.00 
2.50 
2.00 
2.00 



24.00 
20.00 
16.00 
16.00 



120.00 
100.00 
80.00 
80.00 



6240.00 
5200.00 
4160.00 
4160.00 



13 
14 
15 
16 

17 
18 

19 
20 

.'?5 



FJOOKKEf-IPII^G DEPARTMEOT 










Head Bookkeeper 


3.00 


24.00 


120.00 


6240.00 


Collection Clerk 


2.00 


16.00 


80.00 


4160.00 


Rilling Clerk ( A-H, I-Q, R-Z) 


2.00 


16.00 


80.00 


4160.00 


Accounts Receivable Bookkeeper 


2.00 


16.00 


80.00 


4160.00 


(A-H,I-Q,R-Z) 










Accounts Payable Bookkeeper 


2.00 


16.00 


80.00 


4160.00 


Cash ier-Receipta 


2.00 


16.00 


80.00 


4160.00 


Ca 9h 1 cr-Paymente 


2.00 


16.00 


80.00 


4160.00 


Keypunch Operator 


2.00 


16.00 


80.00 


4160.00 


Payroll Clerk 


2.00 


16.00 


80.00 


4160.00 



OtfTSjDE WORLD 



21 

22 
23 
24 




Customers* Manager 
Customers* Secretanr 
Customers* Bookkeeper 
Suppliers and Servicers 



3.00 
2.50 
2.00 
2.50 



24.00 
20.00 
16.00 
20.00 



120.00 
100.00 
80.00 
100.00 



6240.00 
5200.00 
4160.00 
5200.00 



0 • 




WESO 

Job No. 5 

Job D9«erlption 
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PUROUSINO KANAGER 



JOP DESCRIPTION t 

1. You are the person In charge of the Purchasing Department • 

2. You will make sure that sll %fork is oorreetly prepared in your 
department* 

3* You will k4vep a record of all paint and paint supplies purchased. 

You will approve requosts for the purchase of products by other 
departnants. 

5* You will keep a proper supply of paint and paint products in stock* 

6. You will ^archaae producta that are not kept in stock. (We stoek 

only VAHGHAFT product^ 

7* As our line of products crows, you will keep inventories for these 
itens. 



SUPPLIES KEEPS) ! 

9601 Purchase Record 

9602 Purchase Requisition 
D-2 .Record of Special Orders 
D-Il Routing Check Ust 
D-1^ Kumbitr Sheet 

Stock Record Data for Ledger Keadinga 

Wholesale Price Liat 

Stapler 

STAHPSt Date 



HACHi:<ES USED t 

Typewriter (electric) 
Calculator 



nu niij^f)kki^& ^kkmt mm 

ASSIGHgP TO THE PURCHASING MANAGER 
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wsso 

' PURCKiiSINO ftANAGRR Jot Ko. 5 

YOU WILL 05T Purchase Hecord (9601). TMs iP a reccrd of all VARCRAFT 

produota va buy. 

FROH SUPPLY CLEAK 

WHKN At the beginnlnc of t.he yaar 

YOU DO 1. Make out one Purchase Record (9601) for EACH Item of 

Varcraft paint and paint supplies, 

2, Fill in the information needed on the top half of the 
9601 for Varcraft products only. See 'Wholesale Price 
Lists (D«43) and Stock Record Data for Ledger Headings 
(D-^il). 

a. Fill In all itens at the top of the 9601, 

b. Enter Wholesale Prices unaer the heading Quotations. 

( 1 ) Yendor-^VARCRAFT 

(2) Unit price, % Ttade Discount, and Quality 
Discmint— as listed on Wholesale Price List* 

c. Be sure you have one Purchase Record card (9601) 
for each else and color of paint and paint supplies* 

3, ».en a product is ordered, make an entry on t^ne Purchase 
Record (9601) under the heading. Ordered. See page ?• 

4, When the product is lyiyed . mske an entry on the 
Purchase Record (9601) under the heading. Received. St-e 
pare 8* 



MANAGER HOW TO COMPLETE A PARTICULAR FORM* 
THIS FORM IS SHOWN ON THE NEXT PAGE. 



YOU GIVE TO Ko one 
YOU FI^ Yes 
Where Unfinished work file 

Hon Keep 3 separate piles: Enameloids, Latex Paints, and Paint 

Supplies. Then file each pack alphabetically by Color or 
Type of Item. Finally, file them by SIZL. 

With Nothing 
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Name of contact person Mrs. Charlotte C. Tucker 

Name of program Office Practice for the Disadvantaged 

Address of program Marragua fflis High School 

Harrington t Maine 0W3 



Please identify handicap/disadvttntage and age group for which program was 
leveloped. Hi^ School juniors and seniors 

1. LENGT!! OF PROGR 4: 

koo minutes a week for the school year 



2. AVERAGE NUMBER OF STUDENTS: 12 

3, EQUIPMENT: (Please include make* model and quantity.) 
ITEM MAKE MODEL 



Duplicating equipment! 
Fluid duplicator 
Dry Hioto Copier 
Mimeograph 
Electric Mimeograph 
Thermal Copier 

Typevrriters: 

Adding Machines: 
10-key electric 
10-key electric 

Calculators: 
Rotary 

10- key print out 
Dictaphones: 



Mlmeos tropes: 



Record Player 
Telephones 
"torage cahinets 
File cabinets: 

Desks 

Overhead Projector 
Apex prof^ram 



M 350 



Delectrics 



Hyer Mark 3 
3M 

Roneo 
Roneo 
3M 

IBM 

Olivetti 
SCM Marchant 

Marchant electric 
Marchant electric 
Sharp 

Stenorette 
Norelco 



A B Dick 

A B Dick, electric 

General Electric, Solid State 

One outside line and 2 interoffice 

U- drawer 
2- drawer 



80U 



QPANTITY 



2 
1 
X 
X 
X 

8 

X 
X 

X 
X 

3 

X 

2 

X 
X 
X 

3 
2 
X 
2 
lU 
1 



3-M 
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4. QfRRlcUtm: (Please give rationale for each unit or nodule.) 

A^ex ( inif rlcin *'eper Exporters) is a fictitious corneny which has nany 
bp tnch offices with fi min office in V'lsninfnon, J. C. The product is 
ir.f OT'r.ntion ir the for.-n of sthtisticil reports, conriled within the 
office, -na a "ewsletter; these are sold to subscribers. 

tbility to tye is the one basic reoaire.-nent. 

t*ithin the orientition •^riod , students are riade a aainted vith the 
TO^^r^r. ind -.hit will be ex-'ected of then as en-^loyees. Ir.claded 
ir ttiis -'^riod is a descri-^tion of the various jobs, «3lso the filing 
svstp -a which the business ases: 

D-te 
**uneric 
•Irh i T"tic 
oub.'ec^t 

•'''c'^s th rc ivi 1 lole ire: reoe;tionist , regional clerk, subscribers 

file clerk, r-^il clerk, -ayroll clerk, tyrist, general file clerk, 

in' -irers file clerk, nachines opcr<5tor, billing clerk, design end copy 

cleri'. . stockroor. clerk. 

'talents ■lif.e out a plications for the jobs of their choice and are 
interviewed, -nd eventually •••hired.*' Frofli this time onward, the 
rel^ticnshir is er.nloyer-eniployee, with the teacher serving as 

n'-<n;-»tr . 

^°eh er.'^loyee hEis a h'lndbook and learns her job with as little assistance 
frcfi h- r enrloyer as possible. 

'"he ir^ut of mail is regulated by the manager in the fora of letters 
of ir.vairy, letters subscribing to services, letters re uesting informa- 
tion. Jo e of these may oe handled routinely by being concosed b the 
emrlo.v#-e, aonie result in orders to be billed by the billing clerk, and 
sor.e p.Te dict'ited (either to shorthand writers or on the dictaphone). 

(there -re -^ibout 70 nieces of mail to be processed while one set of 
statistics is being orepared and a newsletter is being orenared und 
rrinted. This results in one unit of work) 

•Payroll records: 

^<)yroll records ^re kent 'vith State and Federal tax deductions 
e^j^h er»"loyee is ''sid by check (which reflects his rank) 
overti.-^ is gnnted upon re uest. 
ios^-nceg res lit in loss of pay. 

'^ost-il F'^rv Lees: 

•lidrensir^ envelopes 

su""nlving "i-^ codes on incoming mail 

weiThing overwei",hb niailings 

rtost i'e is Hlister and Christiras seals 

•".Hilinf letters rnd bills 
^tock control: 

is tne vurious fcrms used in the office and are renroduoed by the 

ricninss o-cratcr 

^'vr.tQry is ke-^t of all forms on hand and a form is replenished 
when the stock becomes depleted 



5. COMMENTS: 



''urohaslng! 

«)ctanl '^urchesin^ of su^^^lles needed within the office Is done 
by the en-«loyee 

^ece-^tlonist duties: 
-1 icing calls 
tele hone ri'inners 
t'-iki.T^ nessipjes 
relay Inaf, --essaies 
receiving guests 
hmdllng the gitest booic 
conducting tours 

Cost accounting: 

re orts m^de by tbe regional clerks 

reports con'"il«d from raw material supplied by 50 reporting cillls 

i iDor ^ontir itin, re-^orts 

• reduction ''cm* acity reports 

monthly sunnarles 

u^rterly surjaaries 
use of calculators 
checking for accuracy 

These renorts are du'^lloated by the oaohlnes operator and mailed 
to our subscribers. 

Filin"^: 

subscribers file (filed nunerloally by code) 
ir.-*airers file (alphabetical) 
gener-^l file (al-^habetioal) 
c^rd file fof subscribers) 

er.-^loyees file (a~-Hcation, evaluation, and all related m<*terials 

of each em'-loyee) 
billing file (filed by renewil date) 
o'ird tickl*?r rile (for subscribers code n'jpiber) 

3illlr.^: 

^31 suoscrin rs 
all renewals 

ere lit ne-or'jndu.'ns for ovrr-^aynent 
cov- r letters where re- uired 

':S in er-loyee oeccnes proficient In her .lob, she is pronoted to another. 
This results in i con lete rotation of jobs about every 4 weeks. The 
new en'^loyee is ttiu.Tht her iob by the retiring emr»loyee In any particular 
lob, lAch "^ro'-otion means an increase in wa?ie rate. An employee is 
ellij^ible for a -ositlon as d e -a rt.-nc nt nanager after she has held 3 
difforff'^.t lobs with another resultant increase in , 

.•^t -erlojic board neetings, office policy is discussed, ea^ioyees 
t resent iifor-Dtion on such sub.lects as office etiquette, travel 
itineraries, Iress, letter styles. Field trips are rlanned and arran:ied, 
j'-j5 i' • rove'-.ents to the cffise rire considered. 

This is J relaxed tye of learning which is very close to the*»real 
thing," Tne virious office duties ire inte.-^rated into a meaningful 
whole. This is our fir:-it year with the nrogran nnd I would hi-^bly 
reconnend it . 
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Name of contact person Susan Krgrs kovski or Earl Bgaaunk ^ 

Special Needs OccupationaO. Preparatoiy & Co-op Program 

Name of program Office Preparation (General Clerical) 

Harrison Ht^ School 

Address of program 29995 West Twelve Mile Rd» 

Farmlngton, MI hQ02k 



Please identify handicap/disadvantage and age group for vhich program was 
developed. Disadvantaged - l6 and over, 11th and 12th grade 



1, LENGTH OF PROGRA : 

Usually a one year program, unless a student needs further training. 
Students are placed on part time iohB when they eire ready, while continuing 
with the class. 



AVERAGE NUMBER OF STUDENTS: 1^ 

EQUIPMENT: (Please include make, model and quantity.) 

MAKE MODEL 
Olynrpia— electric 



2. 

3. 

ITEM 

Typewriters 



Duplicating Equipment 

Spirit Duplicator Standard 

Mimeograph Gestetner 

Thermal Copier Standard 

lO-key machines 

Adders Victor 
Electronic Printing 

Calculator Victor 
Electronic Calculator Victor 

Desks 



50 

Astro II 



83 
L- shaped 
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1 
1 
1 



1 
1 

2U 
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CURRlCULU>t: (Please give rationale for each unit or module.) 
Career Research : 

This is a unit taught at the beginning of the year to help students 
determine what area of clerical work they are interested in. Each student 
selects three careers he would like or is interested in« rewarches eacht 
interviews a person in that job, prepares a typewritten report and gives 
an oral presentation. 

• Mainly throu(^ the Occupational Outlook Handbook. 
Typing ; 

All business forms—letter, envelope, memo, short report, purchase requi- 
sition, purchase order, invoice, agenda, pamphlet, 
table, postcard, telegram, etc. 

Preparation and running of ditto and stencil 

Use of zip codes 

The ability to type accurately is necessary for the majority of entry 
level office jobs. Therefore, the teaching and/or review of the typing 
skill is an essential part of the program. Basic Bngli^ skills are also 
reviewed in conjunction with the typing. If a student needs more than a 
review, he is put on a psrogrammed English unit. 

Computational Skills ; 

Addition, subtraction, multiplication, division of whdLe numbers, 

fractions, and decimals 
Percent s and Percentage 

Use of the ten key adder, printing calculator, and electronic calculator 

The degree of ability in this area is determined by a pre-test the 
first week in class. Review is based upon that test. The use of the 
calculating equipment is used to reinforce the computational skills, 
as well as train the students to handle business forms, such as purchase 
orders and invoices. 

Telephone Techniques; 
Telephone manners 
Taking messages 
Placing telephone calls 

The tele-trainer from Michigan Bell Telephone is used to teach basic 
telephone techniques. A telephcne system is not available in the classroom. 
This unit is very essential and all students participate and practice tintil 
they are successful in placing a call and taking a message properly. 

Filing ; 

Alphabetic 
Geographic 

This is an essential skill, and all students learn to file. 

Retail Sales ; 

Making change 
Sales tax 

This is a distributive education area, but it is really essential to 
every person. Many students would not get this basic training enywhere 
else. 
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Job Getting Techniquest 
Qrooming 

Attitude and Attendance 
Application blank 
Data Sheet 

Letter of Application 

Interview 

Follow-up 

The first two items are stressed all year* The remainder are covered very 
specifically during the second semester. A variety of methods are used 
to aid in teaching this most important unit, such as: 

Transparencies on job getting techniques 

World of Work 2-<-0etting a Job (cassette/workbook) 

Mock interviewing with employers 
The students type their data ^eets on stencils and produce several copies 
to take with ther on interviews. They also put together a work folder which 
contains samples of the various kinds of typing tasks they have completed. 
This they can also take with them for an interview. 

COMMENTS: 

Students are in class for a three period time block. Much of the first 
semester is spent in group work, while during the second semester students 
work on an individual basis. A time clock is available part of the year and 
during this time students clock in and out and figure payroll. 
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Name of contact person 
Ilame of profsiraai 
Address of program 



Rosalind B. Eskev? 



KtfEK COPY. T!^C. (Sarasota County Student Center) 
1*1+50 BenevB, Rd» 



Sarasota, FL 33981 



Please Identify handicap/disadvantage and age group for vhich program was 
developed. Educable Mentally Retarded - Jr. High & High School 



1. LENGTH OF PROGRAM: 

We have a centralized system for the mentally handicapped child. During the 
ninth grade students are channeled into the business area. These students are ex- 
posted to the machines available in the business lab for a limited time. During their 
tenth year ve concentrate on developing skills on these machines, Jy mid- term of 
the elLenth jcear xe try tohave the students ready for partial employment and full-time 
J, ^iSEM SSHfeR OF ST&EOTS: employment during their twelfth year. 

12 

3. EQUIPMENT: (Please include make, model and quantity.) 



ITEM 

Tlypewriters : 



MAKE 

IBM 

Royal 

Royal 

Royal 

Royal 

Remington 

Copy Machine (AB Dick) 
Offset duplicator " 
Rex Rotary 
Standfiurd Rocket 
Rex Rotary 



MODEL 

Selectric 

560 

k70 

kko 



(Primary) 



Duplicating Equipment: 
Copy Machine 
Offset Duplicator 
Spirit Duplicator 

Mimeograph 
Automatic Folder 
10-Key Machines: 

Adding Machine 

Printing Calculators 
Pull Board Machines: 

Adding Machine 

Cash Register 
Paper Cutter 
File Cabinets 
Desks 19-1/2 X U7-I/2 plus 17-1/2 x 23-1/2 typing 

28 X 5^ plus 18 X 2k 
Chairs, Secretarial Sturgis 
Padding Rack 

Mimeo scope AB Dick 

Tape Printer Kalograph 



Victor (Printing) 
Victor 

Victor (Printing) 

Victor 

Adana 

Steelaiaster 



Standard 

675 

331 

R-15 

ERA 

M-U 



7-57-5^ 
19.M*62S 

16-83-5U 

3** X 29 

U- drawer legal 
return 

506-U7I 
h 

KTM-10 



QUANTITY 

k 
I 

5 
2 
1 
2 

1 
1 
1 
1 
1 



1 

10 

1 

1 
1 

2 
12 

2 
Ik 

* 

1 
1 
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CURRIcliLUM: (Please give rationale for each unit or module.) 
I. Typing 

A. Introduction to Keyboard Town Typing Method 

B. Learning the main operative parts of typewriter and their use 

C. Learning to tvpe various business forms and papers 

Typing helps mentally retarded students to Improve their Impression 
of themselves. Perhaps they will only be able to do copy typing, but 
developing a skill equal to that which Is accomplished by their peers 
must be of great benefit to these exceptional youngsters. Many other 
related tasks can be taught with the aid of the typewriter. 

II. Filing 

A. Filing personal names 
6. Filing business names 
C. Filing as a pr<}cedure 

All students In business related jobs need to know the basics of 
filing—filing and finding business records, alphabetic correspondence 
filing, and something of records management. 

III. Duplication 

A. Introduction to: 

1. Liquid duplicator 

2. Mimeograph 

3. Photo copier 

4. Offset press 

B. Learning the operational skills, prepef case and cleaning of the 
above-mentioned machines. 

C. Learning the general safety rules and regulations In effect In the 
Kopy Center. 

Here In Of^r Kwlk Kopy, Inc. we try to bring together all the necessary skills, 

IV. Calculations Iwork habits, and attitudes necessary to be successfully employed. 

A. Introduction to: 

1. 10-Key Adding Machine 

2. Full Board Adding Machine 

3. Electronic Printing Calculator 

B. Learning the operational skills, proper care and favorable machine attitude 
when operating the above-mentioned machines. 

We try to help the student learn to choose the correct process, then 
solve their problem with the aid of one of the calculating machines. These 
machines are used In business offices and the students are encouraged to 
become skillful In solving business problems. 

V. Office Procedures & Telephone Ooeration 

A. Learning the acceptable attitudes and work habits necessary for employment 
In the business area— personal characteristics 

B. Bringing together all the skills already learned and applying them 
to a specific job profile. 

C. Students get on-the-job training In mall handling, telephone skills, 
and demonstrate receptionist duties In the school library, guidance 
office, and in the office of the principal's secretary. 

Because our school Is centralized we are quite flexible In scheduling 
our students for actual experience. Since we are all working with only 
mentally handicapped students, we are constantly evaluating and rewrltinc 

curriculum to meet the current needs of our charges. Many changes come as 
a result of feedback from employers. 

-2- 
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CURRICULUM: (Cont.) 



VI. Checker-Cashier 

A. General store policies of a supermarket 

B. Duties of the checker-cashier 

C. Hood Customer Relations 

D. The transaction 

1. Ringing the order 

2. Handling cf coupons 

3. Handling of taxable items 

4. '\ccepting checks 

5. Bottle deposits and refunds 

6. Over-rings, under-rings, and departmental errors 

E. On-the-job experience in our short order kitchen (homemaking cl 



COMMENTS: 



We believe that the Business Education program is a life-oriented curriculum. 
It prepares the student and provides for him social and business knowledge en- 
abling him to learn salable skills, contributing toward becoming a worthwhile 
and "tax-paying not tax-eating" citizen. 

The ultimate goal of our program In Business Education in Sarasota County is 
to give the student a feeling of belonging in the World of Work. We try to 
help the student develop desirable work habits and attitudes, to enable 
him to manage his own personal business affairs, and to help him find his own 
entry level job. 

In pursuing this goal we decided to set up our class as an actual 
business: KWIK KOPY, INC. Here we type, duplicate, collate, fold, staple, 
wut> and pad work for teachers to use In their classrooms. We also. In con- 
junction with one of the communication classes, publish a newspaper. As an 
added attraction we sometimes do folding of letters and stuffing envelopes 
and various other jobs for service organizations in our community. 

Our campus work program is especially suited for the students trained in 
office-related jobs. We are furnished with job descriptions from the various 
offices and teachers who desire a campus worker. That job description Is 
covered carefully with all students, then the students have, an option to fill 
out an application for the job. On this job application they must get the 
recommendation of at least two teachers. The student is then called in and 
interviewed by the vocational coordinator and either placed on the job or 
rejected. We oresently have twenty-two students working at least one period 
a day as office aides, teacher's aides, or lunchroom assistants with the 
young deaf children or the trainable youngsters. 

In our off campus work program we have students in the following jobs: 
cashier at a building supply house, two offset press operators, library 
assistant at the public library, two stock clerks at a department store, 
stock clerk at a small dress shop, and two cafeteria workers. 

Since the founding of cup -centralized system for the EMR students some 
five years ago, a remarkable change has come over these students. They arrive 
at school early and inmediately go to work without being pro'npted. Since they 
now compete with students of like ability, they have had success; they have 
produced actual work which people use; they have developed salable skills with 
which they can earn a wage. Therefore, their self Image has Improved tre- 
mendously. There have been noted changes in their behavior, attitudes, work 
habits, dress, and educational goals. Jobs, at which they are now succeeding, 
they once thought completely out of their reach. 

KWIK KOPY. INC. has involved students with the working world— the exacting 
demands; the need for organization and planning; the carrying through of the 
plans— above all , it has provided the students with success . 



Name of contact person 
Name of program 
Address of program 



Mr. James S. Wimame, Supervisor of Training 



Business Education 



Eastern Kentucky Comprehensive RehabiUtation Center 



Please identify handicap/disadvantage and age group for which program was 
Physically and Mentally Handicapped - ages l6 through 65 



developed. 



1. LENGTH OF PROG: ^M: 13 months 



2. 

3. 

ITEM 



AVERAGE NUMBER OF STUDENTS: 12 per class 

EQUIPMENT: (Please include make, model and quantity.) 



Duplicating Equipment: 
Spirit Duplicator 
Electrostatic Copier 
Dry Copier 
Fluid Duplicator 

Typewriters: 



Transcribers: 



Calculators: 



Adding Machine: 



Cash Register: 

File Cabinet: 
Desk: 



MAKE 
Heyer 

A. B. Dick 
3-M 

A. B. Dick 

JBM 
IBM 

im 

IBM 

IBM 
IBM 
IBM 

im 

IBM 

Victor 
Victor 



MODEL QXJAWTITy 



06-86-70-607 

675 
209 



Selectric 
Selectric II 
Executive 
Standard D 

Executary 172 

Executary Combination 273 

Transcriber Skill for Word 

Processing pkg. 
Executives Training pkg. 
Conrposer Training pkg. 

06-73-85'5U 
06-8UU21 



Victor (full key) 06-16-83-5^* 
Victor (10 key) 06-17-83-5^ 



1 
1 
1 



12 
1 
k 
1 

8 
3 

6 

k 



2 
1 

1 

2 



Victor O6-X-6 

Height range from 28-3/'* to 30-3/^ with L extension 
to be 26" to 28" 
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CURRICULUM: (Please give rationale for each unit or module.) 

Business English & Vocabulary: 
Vocabulary 

Business English 

To insure the student has enough basic vooebulary and possesses 
enough language skills to successfully pass the ate» civil service 
and private industry section of test dealing wit /ocabulary and 
language skills. Also to enable the student to be better equipped 
for transcription and general office language requirements. 

Typewriting: 

Beginning Typing (Unit 1) 
Intermediate Typing (Unit II) 
Advanced Typing (Unit III) 
Typing (Unit IV) 
Special Typ-^ ig 

In typing units I - IV,, all students must have a minimum speed 
of 40 WPM for five minutes within a three error limit for a passing 
grade. It is desired they have a much faster speed for the steno- 
graphic D.O.T.^s. 

Special typing is taught to students with the use of only one 
arm and/or hand* These students are taught the basic keyboard and 
typing procedures • 

Business Math & Recordkeeping: 
Business Math 
Recordkeeping 

Business math is taught to refresh the student *s knowledge of 
mathematic fundamentals and to develop the ability to apply these 
fundamentals to office occupations* Al8o» to assure the student 
will be able to successfully complete and pass the general math 
questions on merit , civil service » and private Job tests for entry 
on the general office clerk level. 

Recordkeeping is taught to equip the student with the ability to 
deal with records which he may encounter in the business office or 
in a small business. 

Accounting: 

The Accounting course is designed to give the student the necessary 
knowledge of accounting principles and procedures to enable him to 
qualify for the position of accounting clerk* 

The student will demonstrate his knowledge of accounting principles 
and procedures by completing daily exercises » unit tests, and supple- 
mentary practice sets with 95% accuracy* 



CURRICULUM: (Cont.) 
Shorthand: 

The student will be able to write unpracticed, unpreviewed short- 
hand at the minimum rate of 80 WPM for three minutes at least twice 
or for five minutes at least once and to transcribe this dictation 
with 95% accuracy within thirty minutes. The student will develop 
sufficient skill in dictation and transcription to enable him to pass 
the shorthand portion of the Civil Service and State Merit Exams. 

Office Practice: 

The Office Practice course is designed to develop skills in the 
handling of materials, techniques, and methods necessary for the 
efficient office worker. 

For those students who cannot qualify for the position of Stenographer, 
General Office Clerk, or Accounting Clerk, modules are Included in the 
Office Practice Course to qualify them for lesser DOT job descriptions 
such as Cashier Checker, Mimeograph Operator, File Clerk, and others. 

The student will demonstrate his skills in office procedures and 
communications through assignments, role-playing, written and oral tests, 
and on-the-job performance. 
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COMMENTS: 

This training area Is arranged so all types of handicapped people can 
operate in this area. If ramps are needed to get to machines, ^we build 
them. If desks are needed to be raised or lowered to fit the student's 
needs, this is done. 

Students in each class number no more than 12. This is done so the 
instructor can have better working arrangements to work with each student • 
The student is working on his own level and rate of speed. We feel this 
is needed so the students can have more individualized attention and 
instruction. 

Students are enrolled in class at any time until the number of 12 is 
reached in each area and then that area is closed until someone either 
graduates, drops out, or is terminated. So far, this has been working on 
a pretty good arrangement, but we know we will probably have a few problems 
at a later day. We are trying to made ourselves ready for this when the 
time comes. 



Name of contact person Chester R. Anderson. 3pectallst III 
Name of program Business Education and Key punch 
Address of program R. J. D eLano School 



3708 Linwood Boulevard 



Kansas City. Missouri 6U128 



Please IdentifV handicap/disadvantage and age group for vrtilch program was „, _^ „ ^ , 
Orthopedically handicapped; Educahle mentally retarded; DeLano High School 

ieveloped. graduates who wish to develop sal able skills s Students with one or more of 
the above nawed handicaps who are school dropouts. 

1. LENGTH OF PROGT 'iM: Open entry/Open exit 

Note: For stuaents enrolled at DeLano (high school) the program 
was opened to them January 28, 197^. 



2. AVERAGE NUMBFR OF STUDENTS: 20 high school students and ungraded specials 

plus 3 adults. 

3. EQUIPMENT: (Please include make, model and quantity.) 

ITEM MODEL QUANTITY 



R. J. Delano School 



3. Equlpnent 







Model 


Quant 


cassette Player/Recorder 


BSAF 


9200 


1 


Cassette Players 


Audiotronics 


145 


3 




Sharp 


RD-455AV 


2 


Desk Top Viewers 


Sawyer (GAP) 


6091008 


3 


Dictaphone (Cassette) 


Dictaphone Corp. 


241 


1 


r I, U J ec uOJL S r OXxUc 


Kodak 


E-2 


3 


Projectors, Rear Screen 


Caramate by Singer 8806 


2 


Radio, AM/FM 


MewcomD 




] 


Ar^/? 1 r»rt M^r*H 1 noe ff^ri 


Olivetti 


Electrosuma 


23 3 


Adding Machine (Ten Key) 


Victor 


(Premier) 




Calculator, Electronic 


Burroughs 


J] 000 


j 




Burroughs 


C2000 




Calculator, Printout 


Victor 


84444J 


) 


Transparency Master Maker 


A. B. Dick 


204 




Mimeo Stencil Printer 


A. B. Dick 


525 


j 




A. B. Dick 


2]7 




Mimeoscope 


A. B. Dick 


5 


) 


Overhead Projector 


3M Co. 


567-RCG 




Projection Table 


3M Co. 


26-E 




Portable Screen (Tripcd) 


3M Co. 






Keypunch Machine 


Univac 


170] 





♦Student Work Centers (48x60 plus 30x60) Tables - Adj. height 
Stud^int Work Centers (Standard desks w/ typing return) 



File Cabinet (4-Drawer) 
Book Cabinet (3-Shelf) 

Study Carrels 



Haskell 
Haskell 

Arto Bell 



1301 



4 

2 



1 

3 



T/ 



♦Student work center tables: Arto Bell Co. 

Typewriters, Selectrics IBM 

Selectric II 
Executive 



3 
1 
1 
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R. J. DeLano School 



4. Curriculum: (Please give rationale for each unit or module) 



(1) Typing I - Emphasis is placed on training in the operation 
of machines that the student will encounter in "on the job" 
situations. 

Typing I is the first in a series of four individualized 
typing courses designed to provide the student with a 
mastery of the touch typewriting system and an introduction 
to the basic business forms. 

The course is also designed to give the review student a 
thorough review of the typing of letters, manuscripts, 
ta>-'ilation problems, and business forms. 



Typing II - Designed to further skills in typewriting 
through the preparation of various personal, business, and 
professional papers and forms representative of most office 
positions. Strict emphasis will be placed on the ability 
to follow directions in completing these problems. 

Typing III - Presentations have been developed to help 
student learn the differences in operation of the IBM 
Executive Proportional Spacing Typewriter and other 
electric typewriters. There is a Learning Packet and two 
slide tape presentations. 

Typing IV - (Expert) serves as a "finishing course" in the 
general area of typewriting knowledge and r>kj.ll as he 
moves into the more specialized areas of his interests, 
such as the medical, legal, and/or technical secretary. 
The course is designed to sharpen student's spelling and 
vocabulary abilities. Strict attention will be paid to 
mailability of typed work. 



Ten Key Adding Machine - This course offers skilled training 
in common business mathematics by the performance of 
"job problems". Emphasis is placed on neatness, accuracy, 
and concentration. Problems missed must be re-worked. 
The touch system is taught - with the goal of finely 
coordinated movements. (Performance tests given regularly.) 
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J. DeLano School 



Curriculum cont. 

* Shorthand I - The first in a series of four shorthand courses 
provides the beginning student with a knowledge of the Gregg 
Diamond Jubilee shorthand theory. 



Shorthand II - A continuation of Shorthand I designed to in- 
crease rate of taking and transcribing shorthand with intensive 
dictation and transcribing and reviewing correct punctuation 
practices and spelling. 



Shorthand III - IV- Shorthand III serves as a finishing course 
in Shorthandand is a prerequisite for Shorthand IV. It allows 
students to become expert in performance skills before moving 
into "olect areas in which student wishes to specialize. 
(Special areas would include legal* medical, educational and 
technical levels. Skill demonstration for producing; mailable 
jobs, transcribing mailable letters with a minimum "production 
word per minute" score of 15 , plus ability to take new matter 
education related dictation at a minimum of 80 words a minute 
for three minutes, plus transcription (95% accuracy is the 
objec*-ive of this course. 

Fili r ^ Systems and Records Management - Designed to acquaint 
tha - udent with themost c-.umon record management duties and 
the v.lue of records to success in business. Performance 
record management functions attained through workbook exercises: 
creation and storage. Objectives are measured at checkpoint 
at end of each lesson. 

Business Math. - A course in the application of basic arith- 
metic fundamentals as they apply to the student, both in 
personal/business relations and those of potential office jobs. 

K eypunch - The priinary objective of this course is to train typi 
to use the keypunch machine. A prerequisite is a typing skill 
of 30-40 words per minute. This cc»nrsf» introduces student to 
the basic machine use'' in computer operations. As evidence 
of achievement, the student will be able to begin productive 
keypunch work at the end of the course. 
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■f%*R. J. DeLan9 School 



5. Comments: The multi-media approach is used to individualize instruction 

in the DeLano School Business Education Laboratory. 

Behavioral objectives are clearly stated for each lesson, 
either in reference manuals or through handout sheets (used 
for checkpoint evaluation, as well as lesson plans for each 
succeeding lesson. 

For ex£unple, a course is introduced by a slide tape presenta- 
tion. Succeeding lessons may be introduced by the same 
format, or the student listens to a lesson tape as he 
practices his machine. Shorthand, e.g., a brief quizz 
follows • each lesson. 

The student sets the pace, decides the time and effort he 
devotes to achieving the objectives of the course. Therefore, 
he is getting experience and training in assuming responsi- 
bilities. 

Individual strdent folders contain record of achievement: 
* checkpoint evaluation, testouts, performance drills. 



NOTE: Business education instructional courses were 
designed for the DeLano School by the Business 
Education Division of State Fair Community College, 
Sedalia, Missouri. (Includes instructional tapes, 
slide tape presentations, business education plates, 
etc. ) 



ERIC 



Name of contact person Walter H. Becker, Supervisor Kathleen Levis. Teacher 

Name of program F^siness and Office 

Address of program Vocational Education Department 

Farmington State Hospital 

Farmington. Missouri 636UO 

Please identify handicap/disadvantage and age group for which program was 
.leveloped. Emotionally disturbed 12-65 

1. LENGTH OF PROT JM: 

Individually developed accordir.5; to abilities, previous training, 
length of stay and patient needs 

2. AVERAGE NUMBER OF STUDENTS: 12 

3. ^UTPMENT: (Please include make, model and qLuantity.) 



ITEM MAKE MODEL ftUANTITY 

Duplicator Speed-0 -Print 1 

Mimeograph Speed-O-Print 1 

Scope Speed-O-Print 1 

Printing Calculator Victor 1 

Auto Calculator Victor 1 

Ten-Key Victor 2 

Full-Key Victor 2 

Dictaphone Victor 1 

Manual Typewriter • Royal 3 

IBM Selectric IBM 3 
Typewriter 
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4. CURRICULUM: (Please give rationale for each unit or module. ) 

Prevocational education in business and office is intended to create readiness 
for specific training by using actual or simulated work tasks. A diagnostic profile 
is established and used to give both student and staff members regular and repeated 
appraisals of vocational direction and potential. The course is designed to cover 
broad areas within the field acquainting students with job opportuniUes, safety 
practices, materials and equipment commonly utilized. 

The student is encouraged to relate his experience to the developing of interest 
and attitudes toward the world of work. 

Vocational education in business and office occi^ations is intended for initial 
preparation, refresher training, and/or upgrading of individuals leading to employ- 
ment in business and office occTJ5)ations. 

f The program is organised to prepare the individual for (l) clerk typist or 

general office cler' s, (2) office machine operators, and (3) general bookkeeping. 

The individual shall be provided with instruction to develop a person's atti- 
tude, technical knowledge and salable skills. The curricular area shall be task 
oriented rather than a set length of time. Individual developnent and learning is 
a relative factor and individualization is essential in his milieu. 

Special educaUon offers related academic course work for students through the 
age of 20 and adult basic education offers related course work for those 21 years 
of age and older. 

Individualized instrucUon in the following areas: Bookkeeping, Clerical Record 
Keeping, Business Math, Business English, Typewriting, Piling, Office Machines, and 
Office Practices. 

A newspaper entitled The School Broadcast was published and written by business and 
office students. Papers were distributed to staff and patients. It was used as a 
learning vehicle. 

A prevocational program in the morning involves social skills, employment, and career 
education. Students have access to psycho-motor classes and counseling within the 
depeo'tment. 

PREVOCATIONAL EDUCATION OBJECTIVES 

To develop a broad and basic understanding of office occupations that is explora- 
tive in nature. 

To develop an understanding of the type of work done in an office. 
To develop safety habits in the office. 
To develop interest and appreciation of office work. 
To dav'jlop orderly procedure in doing a job. 
To develop a basic knowledge of the typing keyboard. 

To learn how to add, subtract, and multiply on the ten-key and full-key adding- 
listing machines and the printing calculator. 

COMMENTS: 

Copies of occupational readiness checklists are enclosed. 



1. 

2. 
3. 
h. 
5. 
6. 

7. 
5. 
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student's Name 

Instructor's Name 
Date 



OCCUPATIONAL READINESS RECORD 
EROFTCIENCT CHECK LIST 

TYPING 



Safety 



PROF. LEVEL 



Practices safety in office — 
Insure safe conditions of 

machines 

Careful handling of machines- 
Careful ill storing com- 
bustibles 

Ventalization with solvents - 
Posts warning of unsafe 
conditions 



T^ing 



Machine orientation 
Arrangement of work area 
Part and parts operation 
T^ing position — — — 



K^^oard Orientation 



Alphabetic 

Numeric and embolic — 
Stroking technique and 
continuity 



Typing AbiUties 



Tabulating procedure - — — — 

Proofreading 

Typing from dictation 

Typing from script 

Statistical memorandum 

typing 

Horizontal centering 

£|yllable identification with 

dictionary — — • 

Vertical centering - back- 
space method — — 

Announcements — 

Personal notes 

Postal cards — 



L N H 



Aligning type 

Personal and business 

letters 

Bivelopes 

Rough draft typing — 

Headings 

Secondary -.™-.— 

Spread — 

Columnar — - — — — — — 

Tables with columnar head- 
ings 

Outlines 

Manuscript (Short) 

Form and style 

Footnotes 

Timed writings (Manual and 
Electric) 



ONE MINUTE 



ERS 



FIVE MDnJTES 



ERS 



Student's Name 

Instructor's Name 
Date 



OCCUPATIOm KGyiDINESS RECORD 
PROFICIENCY .CHECK LIST 

OFFICE MIICHINES 



PROF. LEVEL 
L M H 



Safely 



Practices safety in office - 
Insure safe conditions of 

machines — — 

Careful handling of 

machines 

Careful in storing com- 
bustibles 

Ventalization with solvents- 
Posts warning of unsafe 
conditions — — 



Office Machines 



Ten-Key adding-li sting 

machine — - 

Machine orientation 

Machine skills — 

AddiUon 

Subtraction 

MulUpncation 

Division 

General business problems — 



I^inting Calculator 



Machine orientation 

Machine skills 

Addition 

Subtraction — — . 

MulUplication 

Division 

General business problems — 

Pull Keyboard Adding-List- 
ing Machine 



Machine orientation 

Machine skills 

Addition 

Subtraction 

Multiplication 

Division 



General business problems — 



E 



PROP. LEVEL 
L M H 



Fluid Duplication 



Machine orientation 

Handling of supplementary 

equipment 

Operation of machine 

Procedure and i^Us — — 

Master preparation 

T^ing 

Drawing — 

Writing 

Colored carbon 



Correction method — 

Finished product (Quality) 



Stencil Duplicator 



Machine orientation — — — 
Handling of supplementary 

equipment 

Operation of machine — 

I^ocedure and skills 

Stencil assembly 

Layout — — 

Stencil cutting 

Correction method 

Finished product (Quality) 



Transcribing Machine 



Asseonbling and operating 

naddne — — — 

Letter and envelope style 
Mailable material 



Copier 



?spw and copy placement 1- 

General operation 



Rate for transcribing machine 



o 

ERIC 



I 



I 



student's Name 
Instructor's Name 
Date 



OCCUPATIONAL READINESS RECORD 
FROFICIENCr CHECK LIST 

BOOKKEEFINa 



L M H 

Balance sheet ^ nn 

Opening entry a n n 

Debit and credit columns 0 0 0 

Journalize transactions 0 0 0 

Posting 0 0 0 

Tria? balance 0 0 0 

Stjc columr work sheet 0 0 0 

Income sta. ^ent ? ? 2 

Close ledge 0 0 0 

Purchases ict, nal 0 0 0 

Sales Journal 0 0 0 

Cash payments journal So 

Cash receipts journal nnn 

General journal 2 22 

Adjusting and closing entries 0 0 0 

Payroll 0 0 0 

DepreciaUon 0 0 O 

Disposal of fixed assets 0 0 0 



ERIC 



student's Name 

* Instjnic tor's Name 

Date 

OCCUPATIONAL READINESS RECORD 
PROFICIEKCr CFECK .UST 

BUSINESS MATH 

L M H 

Division ODD 

Addition 0 0 0 

J Multiplication 0 0 0 

Subtraction 0 0 0 

Aliquot Parts 0 0 0 

S les SUps 0 0 0 

Unit Prices 0 0 0 

Average Prices 0 0 0 

FracUons 0 0 0 

Mixed Nimbers 0 0 0 

Cormssions- — — 0 0 0 

Bonds 0 0 0 

Sto/iks 0 0 0 

Life Insurance 0 0 0 

Savings Accounts 0 0 0 

Autcanobile Insurance 0 0 0 

Cost of operation of auto 0 0 0 

Cost of using public travel agencies — 0 0 0 
Cost of shipping goods 0 0 0 

Social security taxes 0 0 0 

Social security benefits 0 0 0 

IncOTie taxes 0 0 0 

Charts of business operations — 0 0 0 
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Student's Name 
Instructor's Name 
Date 

OCCUPATIONAL READINESS RECORD 
PROFICIENCY CHECK LIST 

OFFICE PRACTICES AND FILING 



PROF. LEVEL 
L M H 

Safety T 

Practices safety in office — - — 

Insure safe conditions of machines "" 

Careful handling of machines — i— — — 

Careful in storing combustibles — — — — — - — — 

Ventaliaati with solvents — 

Posts wamiiig of unsafe conditions — — — - — — — — — 

Office Practices and Filing 

General procedures 

Ability to follow directions — 

Handwriting techniques 

Spelling — — - 

Coruaunication systems — — .— 

Telephone calls — — — - 

Switchboard 

Interoffice 

Petty cash 

Business letters — 

Mail and messenger service — — — 

Filing — 

Rules — - 

Alphabetic —"• 

Number — — — — 

Subject 

Geographic — - — 

Business papers — - 

English — — — — 



student's Wamo 

Instructoi**s None 
Date 



OCCUPATIONAL READINESS RECORD 
PROFICISNCY CifECK LIST 



RECOUD KEEPING I & II 



RSCORD KEEPING I 
Sa.f*ety 



PROF. LEVEL 
L M,H 



Px'actices safety In office 

Insiire safe conditions of 

machines ~- — - — — — — 

Cai'oful hcirvAJing of machines — 
Careful in storing combustibles- 
Ventalization with solve- ts — — 
Posts warning of unsafe con- 
.Uticns ~ — 



Record Keeping I 



KqX llty. to ,f o\lpy..^e?tioas- r-:* 

Cashiers records — — — - 

Receipts proof of cash 

Report forms — - — — — 



Checks and Bank Statements 



Checkbook orientation 
Endorscnents — — — . 
Bank reccnciliation — 



Petty Cash 

Budget Records 



Receipts 
Pa^/mts 



Salesolork Records (Retail)' 



Jalos slip and taxes 
Charge aocciints — — - 
Sta tenon t of account 



RECORD KEEPINO II 

Ability to follow dir- 
ections — — — — — — 



FROF. LEVEL 



Purchase Records — — — - — — 



Inventory 

Purchase requisitions 
Purchase orders — — 

Purchase invoices 

Purchase journal 



Sales Records 



.5pgLej3. pjsders -.-r~-rrr::?-.-->-- 

Sales invoices 

Sales returns — 

Allowance jounials 

Cash receipts journal — 

Accounts receivable & stat- 
eraent ——————————— 



^ Payroll Records 



Computation of wages and 

overtime 

Payroll books — 

Social Security 

mthholding taxes (W-2) - 
Distribution payroll 



thit 10 — Practice of 
Cumulative Leamins's: • 



Grades 



General Observation from ^ni.t 
10 Practice: 
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Date Sent 



OCCUPATIONAL EVALUATION 



Name: 



Building Trades 



Instructor:, 



Willingness to take directions 
■Good . ^ J, 



hrs. 



10 9 6 7 "i i ^ 3 2 
Cooperates and vorks nith others 

' lO j ^ W j ll j -i 

Physically able to perform work 



X 



iPoon 



L 



J L 



J L 



10 9 6 7 6 5 U 3 2 
Comprf^hends instruction ad cm 
apply iiiinsoi*' (^.r herself) 



X 



10 y i 7 ^ 5 U 3 2 
Actual >;ork perfomance 

» I I I 1 1 1 J- 



4- 



X 



10 9 
Remains: 



f 



Business and Office 



Instructor: 



Date: 



Time: 



hrs. 



miUngness to take directions 



Poor, 



10 9 8 7 6 5 k 3 2 1 
Cooperates and works with others 

■ lO j li I «S j i 3 j X 
Physically able to perform work 

' lo M W j t i ^ ^ ' 

Comprehends instruction and can 
r,pply himself (or herself) 



X 



X 



10 9 "S^ 7 
Actual work performance 



^ j t i 



X 



10 9 
Remarks: 



a W j i j ^ 



Food Service 



Instructor: 
Date: 



Time: 



hrs. 



Willintjness to take directions 



10 9 7 5 S ^ 3 2 1 

Cooperato3 and works with others 

i 1— J 1 



X 



X 



t-t 



X 



iPoorj 



f 



X 



4- 



10 y 0 7 6 E 3 2 

Physically able to perform work 



Comprehends instruction and can 
apply himself (or herself) 

' lo ^ 6 W ^ I W 

Actual work performance 

W !; I i ^ 



X 



10 9 
Ronarks: 



Metals Cluster 



Instructor:. 
Date; 



Times 



hrs. 



Willingness to take directions 
flood I 



10 9 "^i 7 5 5 II r 2 

Cooperates and works with others 

io W 7 M i W 

Pl^sically able to perform work 

' lO ^ & W M 3 ^ 

Comprehends instruction and can 
apply himself (or herself) 

'lo ^ i W M W 

Actual work performance 

■lo W 7 M t !> 1 

Renaz^cs: 



t 



J 

1 
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Name 

• Instructor 

Date 

PRE-VOCATIONAL READIJIESS RECORD 
FOR Business and Office ED. CODE 20.0300 



L M H 

Safety 

Practices of safety procedures 0 0 0 

Insures safe -working condition of equip — 0 0 0 
nent 

Uses caro in storing and using combustiblesO 0 0 

Occupational Orioitation 0 0 0 

TyT^evriting 

Practical and neat arrangement of work areaO 0 0 
Familiar T*ith parts and uses them proper ]y-0 0 0 
Correct typinp position 0 0 0 

Keyboard Orientation 

I J familiar with the numbers and symbols - 0 0 0 

Strckin;: T::ohnigus and Csntinuity 

Quick, snap stroke vizh immediate release - 0 0 0 
Hands, vrists, and arms quiet and relaxed -0 0 0 

Uniform key-stroking action 0 0 0 

Each key struck with proper finger 0 0 0 

Rotxirns carriage quickly at end of lines - 0 0 0 
Right thuT"b curved — on or close to space - 0 0 0 
bar 

No pause before or after spacing 0 0 0 

S^es kept on copy 0 0 0 

Rhj-thn fvJ.i-orn fluent and continuous 0 0 0 

Typin«T A..'.'t liti5;s 

Can correctly tabulate items 0 0 0 

Can horinon tally center items 0 0 0 

Can type :^:i';ouncGmonts neatly 0 0 0 

Can typ-:? personal notes usinp correct form 0 0 0 
Is able to find and correct typing errors -0 0 0 

Timed V^^itinrs 

One rlnut^;: V/PW ERS 

Three rdtnit*: WfM EliS 

K Tr ' 'Jl* ' * ^^mitod — IV"^::: aimpl** parts of 

M - il^d^r^^^Zi — FvrroniJ ta:;'r:.«: with 
H - IIi;»h— Gaii work indep-^ndently 



L M R 

Office Machines 

I^inting Calculator, Full-Key 
and Ten-Key Adding-Lising Machines 
Demonstrate proper finger tech — 0 0 0 
nlque 

Locate and explain use of foil ow- 
ing: 

Repeat Key 0 0 0 

Subtotal Key 0 0 0 

Total Key 0 0 0 

Subtract Key 0 0 0 

Plus Bar 0 0 0 

Demonstrate proper position at — 0 0 0 

machine 

Given problems will be able to — 0 0 0 
add 

Given problems will be able to —000 
subtract 

uiven proDXems will be able to — 0 0 0 
multiply 

Given problems add correctly 0 0 0 

using repeat key 

Name home row keys 0 0 0 

Working Characteristics : 

Convey meaning through speech — 0 0 0 

Conprehends instructions and 0 0 0 

can apply himself 

Physically able to perform work -000 

Actual w>rk performance 0 0 0 

Glass attendance 0 0 0 

P^.i-sonality Characteristics : 

Personal appearance 0 0 0 

Self control 0 0 0 

Cojperativeness 0 0 0 

Adaptability 0 0 0 

Reaction to criticism 0 0 0 

Initiative 0 0 0 

Interest in vocational area 0 0 0 

Follows directions 0 0 0 

Participation in assignments 0 0 0 

tn-'k but requires close "Uper vision, 
liriitcd supervision, 
(oven show otiiurs). 



Name of contact person 
Name of program 
Address of program 



Mrs. EliZ6.beth M. Poller 



Clerical Skills 

Phoenixville Area High school 

Gay Street & City Line Avenue 



Phoenixville, PA 19^60 



Please identify handicap/disadvantage and age group fbr ^ich program was 
developed. Disadvantaged- High School 



1. LENGTH OF PROGRAM: 

Two y^ars- Students presently in the program are juniors. Beginning the 197^-75 
school term it will consist of juniors and seniors. 



2. AVERAGE NUMBER OF STUDENTS: 15 



3. EQUIPMENT: (Please include make, model and 



ITEM 

Spirit duplicator 

lypewr i ters : 

Underwood Scriptor 
Olivetti Underwood 
Editor 

Calculators : 
Print -out 

Electronic read- out 
Printing calculator 

Ten-key adding machine 

File cabinet 

File cabinets and drawers 
Pacesetter 

Trajiscribing-Pecordlng 

Units 

Cassette Tape Player 
Stereo headphones 

ON ORDER: 
Keypunch 

Electric typewriters 



MAKE 
A, B. Dick 



A Her 
Ailer 

NCR 

Shaw-Walker 

S. W. Pub. Co. 

IBM 

Sharp 

Sharp 



IBM 
Adler 



quantity. ) 

MODEL 
217 



121k? 

121U 

18-38 



02930 
273 

RDU57AV 
HP- 200 



029 
21PS 



oyAMTITy 
1 



2 

3 
1 
1 

1 

1 (Built-in 
Counter Unit) 
1 

2 
1 
1 



1 

5 
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4. Cl'RRIUXl^M: (Please give rationale fpr each unit or module.) 

accounts Payable Clerk. Keeps records on what the company buys from other busi- 
tiesses. Also keeps track of the payments made to these businesses. Cam tell the 
company how much it owes these businesses at any time. Makes sure the company 
)ays its bills on titr.e. 

'iccounts :teceivabIo Clerk. Keeps records on customers and the amount of any pur- 
Phases and payments they make. Sends out a statement to each custcxner every 
•lonth to tell how much is owed. 

dlling 9}f^^' '^o^^^ \d.th information supplied by other clerks to prepare an ac- 
curate bill for each sale that the company makss. 

•^lerk-Typist . Does a lot of different things each day. Heeds a wide ran^e of 
jkills and abilities to cope with an ever-changing workload. May have contact 
rith many p^*ople in and out of the company. 

:redit Clerk , Helps determine credit limits — how much a customer can owe the 
:ompany without havizig to pay his bill right away. Has to okay orders to make 
jure these customers don»t go beywnd their credit liinlt. Has to keep a lot of 
confidential records. 

•^ile Clerk. Puts business- papers of all kinds in order. Stores papers in files 
jond helps locate information on file whenever it is needed, 

!:ail :;ierk . Sorts incoming mail for delivery within the company. Picks up mail 
rror. each department and gets it ready for delivery within the corapiny or adds 
postage to c.ot it ready for the post office. Moves around a lot. Meets and talks 
to a lot of people. Must stick to a pick-up and delivery schedule. 

Office Cashier. Handles all cash and checks received by the company. Puts this 
'loncy in the bank. Writes checks to pay the company's bills. Must keep correct 
re'^ords of what noney the company gets and spends, ilust keep money safe from loss. 

»^er Olerk . Works with orders from the customers. Makes sure orders are clear 
ind correct. Then transfers all the order information to the company's order form. 

■'aTTOll Clerk , Works with confidential salary information, time cards, and tax 
' ar)lo3 to figure out how much money each employee ha? earned and how much he will 
ictuall/ rocclvG, 'lust keep all payroll information confidential,, 

i'erjonnoi Olork. Checks Job applications, scores tests, and fills out forms for 
poopl'? applylnr: for Jobs. Keeps records for people already employed. Lots of 
-contact '.dth p<?ople in and out of the company. 

'Mrchacint: Cler>: , Prepares purchase orders for things the company needs to run 
its buain'jss, '.Ihen the things arrive, makes sure the company got vjhat it ordered, 
:.ot3 of contact Ith people in and out of the company, 

;to::. :or.trQl Zl'-Tiu Keeps recoirds of the goods and supolies that come into and 
:o out of the company's warehouse or stockroom. Asks for additional goods and 
ouppli-^s v.'hen 'quantities get low, 

"Yaffic Mark , V/orks vdth business forms needed to transport goods into and out 
)T the cor.pany, 'Jses traffic charts to figure freight charges. Handles claims 
for lost or dar.a/^od shipments. 

Tvpist, TypKis -nany different business papers— letters, menos, lists, envelopes, 
flio can-ls, checks, lables, and so on, Uorks frcrni rough copy. Checks work care- 
f-.illy and corrects errors if necessary, 
C*i:i:<IC'TT;T'.: continued on next page 



5. COMMENfS: 

Since this is a federally funded program and we have just appUed for ad- 
ditional ecmipment. we are unable to outline our entire PfPST^J^J**' J;^" 
ceptance of our second year pro»>^ vdll not be known until later this year. 



CURRICULUM: (con't) 
Junior Year t 

Additional materials and units are being prepared to be included with the 
above jobs for the junior year. 

Senior Year ; 

This summer units will be planned and written for the senior program. 



Name of contact person Ms. Linda S. Rice 
Name of program 
Address of program 



DOVE Project (Clerical and Related Occupations) 
Fairfield School 



10th Avenue and Bruce Street 



Huntington, West Virginia 29701 



Please identify handicap/disadvantage and age group for which program was 
developed. Educable Mentally Retarded - High School 

1, LENGTH OF PROGRAM: 

The student must complete 1,800 Hours to receive a Vocational Certificate. 
Students in the program are freshmen, sophmor.es, juniors and seniors. 



2, AVERAGE NUMBER OF STUDENTS: 12 

3. EQUIPMENT: (Please include make, model and quantity.) 



ITEM 

Typewriters (Elec.) 
10-Key machines 

Adders 
File Cabinets 
Cash Register 
Tape Recorder 
Duplicator 
A I Typing 

Projector 

Speaker 

Sound Movie cartridges 
Daylight screen 
Cassette players 
Cassette player 
File drawers * 
A I cassette tapes 

Desks 
Overhead 

Typewriters (Elec.) 
10- Key machines 

Adders 

Calculator 
Teletrainer 
File Cabinets 
Overhead 
Taue Recorder 



MAKE 


MODEL 


QUANTITY 


aod-th- Corona 


Secretarial 300 


13 


Adler 


Mark 12 


3 


HON 


drawer letter 


2 


JCM 




1 


Avid 


AAC 100 


1 


AB Dick 


217 


1 


Technicolor 


Model 10006 


1 


Cartridge 




1 


Technicolor 


(Phase I) 


13 
1 


Hitachi 


TPQ-201 


12 


Hitachi 


TFQ-200 


1 


Luxor 


(Phase II) 


2 




298 


Smith System 


Student L- shaped 


12 


Apollo 6 


50 


1 


Olynqpia 


17 


Adler 


Mark 12 


1 


Sharp 


CS-621 


1 


Western Electric 


3-drawer Lateral 


1 


3 


Apollo 6 


1 


Hamilton 


HA720 


1 



o 
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4. CURRICULUM: (Please give ratipnale for each unit or module.) 

YEAR ONE - BEGINNIMG TYPEWRITING 

Preparing to Typ© 
Alphabetic Keyboard 
Numbers 
Symbols 

Skll^ Building 
Speed Building 
Centering 
Tabulation 
Typing Postal Cards 
Typing Letters 
Addressing Envelopes 
Art Typing 

The student will be able to operate all parts of the type- 
writer necessary for producing a neat, acceptable copy and he 
will be able to touch type at a mininum of 13 GWAN for a 
1. minute timed writing. 

SECOND YEAR - OFFICE OCCUPATIONS I 

I. Typewriting I 

A. Preparing to Type 

B. Alphabetic Keyboard 

1 . Letters 

2. Punctuation 

3. Special Keys 

C. Speed Building 
B. Numbers 

£• Symbols 

F. Margin Planning 

G. Centering 

H. Tabulating 

I. Typing Postcards 

1. Message side 

2. Address side 

J. Typing Letters 

1 . Personal 

2. Business 

a. block style 

b. modified block style 



o 
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ITIM 

Duplicating equipment 
Spirit duplicator 
Master/trp. maker 
Copier 

Offset Duplicator 

Collator 

Folder 

Platemaker 

Exposure Unit 
Electropunch 
Paper drill 
Paper Cutter 
Light Table 
Light Table 
Light Table 
Jogger 
Binder 
Stapler 
Stripprinter 
Desks 

Paper Stacker 
Paper stand (wire) 
Portable screen 
Keypunch 
Projector 



Cassette Players 



MAKE 



A.B. Dick 
A.B. Dick 
A.B. Dick 
A.B. Dick 
A.B. Dick 
A.B. Dick 
A.B. Dick 
A.B. Dick 
NSC 

Challenge 
Challenge 
Nu Arc 
Nu Arc 
Nu Arc 
Lectrojog 
NSC 

Staplex 



IBM 

Dukane 
Technicolor 
Graflex 
Hitachi 



HODEL 



227 
204 

675 
^26 
0RD24 

58 
111 

107 

JP 

HL 

RR26 

VLT25F 

VLT18P 

665 

28-H 

SS-45H 

student L-shaped 



QUANTITY 



iSa650C 
1000 Model B 
Auto-Vance Study Mate 
TPQ 201 



1 
1 

n 

i 

1 
1 

^ 

15 

1 
1 
1 

2 
1 
1 
1 
4 
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4. currici5;lum: 

K. Typing Envelopes 

1 . Large 

2. Small 

L. Typing Reports 

1 • Outlines 
2. Manuscripts 

M. Art Typing 

After demonstrating a working Imowledge of the operational 
parts of the typewriter and mastering the entire keyboard, the 
student will demonstrate his ability to apply his typing skill 
to common business situations. 

II. Business Forms 

A. Sales Tax Chart 

B. Sales Slips 

C. Charge Slips 

D. Credit Cards 
£• Order Blanks 

F. Statements 

G. Receipts 

The student will be able to correctly fill in various 
business forms and use a tax chart to figure West Virginia state 
sales tax on sales slips and order blanks. 

III. Business English I 

A. Plurals 

B. Homonyms 

C. Synonyms 

D. Antonyms 

E. Prefixes 

F. Suffixes 

G. Pronunci£.tion 

H. Verbs and Tense 

I. Composition 
J. Punctuation 
K. Vocabulary 
L. Spelling 

The student will be able to apply basic language arts skills 
to clerical situations and develop a spelling vocabulary basic 
to adult communications. 
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CURRICULUM: 
Business Arithmetic I 



A 

A* 




B. 


Addition 


0. 


Subtraction 


D. 


Multiplication 


£. 


Division 


F. 


Decimals 


G. 


Fractions and Percents 



The student will be able to read and write nvmbere, and 
perform the fundamental mathematical operations. 

Personal Qualities I 

A. The World of Work and You 

B. Personal Inventory 

C. Health 

1. p-.oper rest 

2. Nutrition 
^. Cleanliness 

4. Exercise 

D. Appearance and Grooming 

1. Skin care 

2. Hair care 

5. Teeth care 

£• Posture and Poise 

F. Dress 

G. Voice and Speech 

H. Manners and Attitudes 

The student will be aware of the personal qualities expected 
of prospective employees and will work to develop good posture, 
grooming habits, and manners, as well as apply guidelines for 
dressing for work and school. 

Telephone Training I 

A. Telephone Directory 

1. Introductory Information 

a. special services 

b. types of telephone calls 

2. Alphabetic Section 
5. Classified Section 

B. Incoming Calls 

C. Outgoing Calls 



ERIC 
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* 4. CURRICULUM; 

D* Telephone Records 
1 • Messages 

2. List of Frequently Called Numbers 

£• Telephone Voice 

While the strident is learning to improve his telephone 
voice in this unit, he will be learning to use the telephone 
directory; how to place and answer local and long distance 
calls; and how to take accurate telephone messages. 

VII. Money and Banking I 

A. Counting Money 

B. Making Change 

C. Banking Services 

D. Opening a Bank Acco\int 

E. Making Deposits 
P. Writing Checks 

G. Bank Statements 

H. Budgeting Money 

I. Practical Application 
After demonstrating his ability to count money and make 

change up to $50.00 quickly and accurately, the fj^jent will 
be introduced to the facilities and services available to him 
from banks and be required to perform all operations related to 
opening and maintaining a checking account at a local bank. 
Also, the student will be responsible for budgeting small sums 
of money and shopping for the best prices. 

VIII. Office Machines I 

A. Cash Register 

1. Jobs and Qualifications 

2. Money Handling 
5. Cash Register Procedure 

4. Ringing Up Items 

5. Check-out Techniques 

6. Special Situations 

B. Ten-Key Adding Machines 

1. Addition 

2. Subtraction 
5. Multiplication 
4. Division 

The student will develop entry-level job skills on the 
Cash Register and Ten-Key adding machine. 

IX. Filing I 

A. Alphabetic Filing Rules 

1. Infividual Names 

2. Business Names 
o 5. Other Names 
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CUBBICULUM: 

B* Card Filing System 

G* Correspondence Filing System 

After learning the alphabetic filing system for individuals, 
businesses, and other nam^s; the student will be required to 
set up and use a vertical card filing system and vertical 
correspondence filing system. 

THIRD YEAR - OFFICE OCCUPATIONS II 
Typewriting II 

A. Keyboard Review 

B. Numbers Review 

C. Symbols Review 

D. Speed Building 

E. Erasing 

F. Using Carbon Paper 

G. Centering and Tables 

1. Horizontal Centering 

2. Vertical Centering 

3. Tables without Column Heads 

4. Tables with Column Heads 

5. Skill Building 

H. Business Forms 

1. Horizontally Ruled Forms 

2. Vertically Ruled Foims 
3* Unruled Format 

4. Labels 

I. Business Correspondence 

1 • Memorandums 

2. Business Letters 

3. Special Letters 

4. Reports 

J. Integrated Work Fro^ject 

1. Service Office 

2. Manufacturing Office 

3. Retail Sales Office 

4. Government Office 

K. Special Typing 

1 • Masters 

2. Offset Masters 

The student will display entry-level ability to type tables, 
business forms, and business correspondence. 
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4. GUBRICULUH: 

II. Business English II 

A. Sentence/PaiMigraph Stracture 

B. Nouns 

C. Fronotins 

D. Verbs and Tense 

E. Descriptive Words 

F. Composition 

G. Punctuation 

H. Vocabulary and Word Choice 

I. Spelling 

The student will understand and apply rules coamon to 
effective comnunications. 

III. Business Arithmetic II 



A. 


Addition 


B. 


Subtraction 


C. 


nultiplication 


D. 


Division 


E. 


Fractions 


F. 


Decimals and Percerts 


G. 


Special Numbers Usage 




1 . Measurement 




2. Time 



The studen . will demonstrate the four fundamental mathe- 
matical operations and apply his skills to situations. 

IV. Personal Qualities II 

A. Personal Inventory 

B. Health and Appearance 

C. Business Manners 

D. Personality 
£. Attit^Ades 

The student will understand and apply basic grooming and 
dressing principles. 

V. Telephone Treining II 

A. Incoming Calls 

B. . Outgoing Calls 

C. Special Situations 

1. Interruption of Call 

2. Transferring Calls 
5. Handling a Complaint 

4. Safeguarding Information 

o 

ERIC 
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% * 

4. CURRICULUK: ^ 

D* Special Services 
£• Telephone Records 

1. Message Forms 

2. List of Frequently Called Numbers 
F* Telephone Voice 

The student will place and answer telephone calls in a 
husinessllke manner. . 

VI. Money and Banking: II 
A. Counting Money 
B* Making Change 

C. Banking Services 

D. Checking Accounts 
£• Bank Statements 

F. Checkbook Reconciliations 

G. Budgeting Noney 

H. Consumer Protection 

1. Federal Income Tax 

2. Social Security 
^. Insurapce 

The student will be able to count money, make change, and 
use banking services to the degree that he is able to handle 
his personal finances adequately. 

VII. Office Machines II 

A. Printing Calculator 

1. Addition 

2. Subtraction 

3. Multiplication 

4. Division 

5. Application 

B* Adding Machine 

1. Addition 

2. Subtraction 

3. Multiplication 

4. Application 

C. Fluid Duplicator 

1, Machine Operation 

2. Master Preparation 



o 
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4. CURRICULUN: 

D. naster/Transpareney Maker 

A . Master Units 

2. Transparency Units 

3. Lamination 

The student will develop entry-level ability to operate 
the printing calculator, ten-key adding machine, and fluid 
duplicator. 

VIII. Piling II 

A. Alphabetic Filing Review 

B. Sub;)ect Filing 

C. Geographic Filing 

D. liumeric Filing 

£. Visible Card Filing System 
P. Lateral Filing System 
G. Open Filing System 

The student will be able to use J;he alphabetic, subject, 
geographic and numeric filing systems. 

IX. Processing Materials 

A. nailing Procedures 

B. Delivery Services 

The student will know the proper way to process incoming 
and outgoing mail for an office. 

X. KeypTUich 

A. Orientation to Data Processing 

1. Explanation of Data Processing 

2. Manual Processing of Data 

3. The Punched Card 

4. Machines for Data Processing 

B. Card Punch Machine Operation 

1. Machine Preparation 

2. Function Switches 

C. Numeric Punching 

D. Alpha-Numeric Punching 
£• Speed Building 

1 . Numeric 

2. Alpha 

F. The Punched Card 

G. The Program Card 

H. Applied Keyboard Practice 
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I 

CUBRICULUn: 

I* The Ke/punch Machine 

J* Applied Machine Operation 

R. Keypunch Pro;)ect8 

1. Authorizations for Hailing Checks 

2. Change of Address Foxius 

3. Hospital Admission Forms 

4. Accounts Payable Vouchers 
^. Library Shelf Cards 

6. Student Course Cards 

?• Recording Credits 

8. New Bank Accounts 

9. Inventory Control 

10. Department Store Charge Accounts 

The student will have a basic knowledge of the keypunch 
machine and be able to punch a Iphabetic and numeric data into 
cards. 

Job Seeking Techniques 

A. Choosing A Career 

1 • Self -Analysis 
2. Available Jobs 

5. Career Selection 

B. Locating Job Openings 

1. School Placement 

2. Part-Time Work 

3. Qnployment Agencies 

4. Newspaper Leads 

5. Civil Service Commission 

6. Personal Contacts 

C. Letter of Application 
D* Personal Data Sheet 
E* Application Form 

F. Preparing for the Interview 

1. Personal Appearance 

2. Working Papers 

G. The Job Interview 

1. Questions Asked 

2* Behavior of Interviewed 

3* Interview Rating and Follow Up 

H. Follow-up Letter 
I* On the Job 

1* Keeping Tour Job 

2, Your Paycheck 

The student will know how to conduct a job search and make 
application in a manner conducive to his employment. 



4. CURRICULim: 

FOURTH YEAR - REPROGRAPHICS 

I. Introduction to Graphic Conffliunications 
A* The Communications Cycle 

1. Man the Conununicator 

2. Man the Producer 

3. Man the User 

4. Man the Humanitarian 

B. Components of Graphic Communications 

1 . Artwork 

2. Image Assembly 

5. Photo Conversion 

4. Image Carrier Preparation 
^. Image Transfer 

6. Finishing Procedures 

The student will receive an overview of the elements 
involved in producing a communications message. 

II. Artwork 

A. Principles of Graphic Design 

1 » Proportion 
2. Balance 

5. Contrast 

4. Rhythm 

5, Harmony 

B. Planning for Graphic Communications 

1. Graphic Layouts 

2. Letter Images 

C. Graphic Color 

1, Color Wheel 

2. Uses of Color 

D. Preparation of Artwork 

1 • Pasteup 

2. Photographs 

The student will understand and apply the fundamentals of 

graphic design. 

III. Image Assembly 

A. Image Assembly 

1. Photographic: Body 

2. Photographic: Headline 

3. Hot Metal: Body and Headline 

4. Strike-On: Body 

5. Computers and Perforators 

6. Hand Assembled: Headlines 
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t^. CURRICUUm: 

B. Pasteup: The Final Assembly 

C. Direct Image Masters: Body and Headline 

The student will paste up <^amera - ready copy from assembled 
images using standard methods. 

IV. Photo Conversion 

The student will understand the basic principles of photo 
conversion. 

V. Image Carrier Preparation 
A. Types of Image Carriers 
6. Photomasking 

C. Exposing and Processing Image Carriers 

D. Using Image Carrier Preparation Machines 

1. Electrostatic Copier 

2. Plate Exposure Unit 

3. Offset Platemaker 

The student will be able to prepare paper, plastic, and 
metal plates. 

VI. . Image Transfer 

A. Introduction to Modem Offset 
6. The Paper Master 

1. Types of Masters 

2. Electrostatic Masters 

C. Artwork 

1 . Layout 

2. Color Choice 

3. Type Styles 

4. Photographs 

D. Preparing Presensitized Metal Offset Plates 

1. Plate Exposure Unit 107 

2. Offset Platemaker 111 

E. Selecting Offset Inks 

1. Inks 

2. Paper 

P. Operating A Floor Model Offset Machine 

1. Set Up 

2. Running 

3. Shut Down 

6. Operating A Table-Top Offset Duplicator 

1. Set Up 

2. Running 

3. Shut Down 



o 
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^4^. CUHRlfcuLUM: 

H. ajips for the Offset Operator 
1* Inking 

2. Working with Short Masters 

3. Ruzming Heavy Stock 

4. Running Fre-Printed and Regenerated Nasters 

I. Offset Applications 

The student will be able to prepare, adjust, run, and 
clean the offset duplicator. 

VII. Finishing Procedures 

A. nethods of Finishing 

1. Paper Cutting 

2. Paper Finishing Techniques 

B. Nethods of Sheet Fastening 

1 . Conventional 

2. Loose-Leaf 
3 • Mechanical 

The student will finish papers by cutting, folding, drilling, 
punching, gathering, collating, jogging, padding, gluing, stap- 
ling and binding. 

VIII. Fluid Duplication 

A. Duplicator Operation 

1. Principles of Fl\iid Duplicating 

2. Moistening System 

3. Feeding System 

4. Receiving System 

5. Impression System 

6. Operator Tips 

B. Master Imaging 

1. Master Units 

2. Direct Imaging 

3. Latent Imaging 

4. Multi-Golor Copies 
^. Making Corrections 
6. Thermal Imaging 

C. Fluid Applications 

1. History of Fluid Duplicating 

2. Modem Fluid Duplicating 

3. Special Masters and Services 

4. Blockout Techniques 
^. Systems Work 

6. Applications 

The student will be able to prepare a master and a trans- 
parency, and run copies using the master/transparency maker and 
the fluid duplicator. 
IX. Integrated Work Projects 

A. School Reproduction Work 

B. Student Initiated Work , . . 

o The student will be able to plan, reproduce, and finish 

ERIC bitten communications with minimal supervision. 



|5* Coomez||b8: 

Begixming TTpevriting is a pre-voeatlonal course that will enable 
the student to apply his acquired skills in personal use typing. 

In addition to being able to touch type all letters, numbers, and 
symbols confidently and without hesitation, the student will be able 
to operate all parts of the typewriter necessary for producing a neat, 
acceptable copy. Also, the student must be able to type mailable 
postal cards, and business and personal letters with accompanying 
envelopes. 



The purpose of Office Occupations I and II is to provide basic 
orientation and training for the student's future as wage earners in 
the business world. The bulk of classroom time is also devoted to 
development of entry level skills on the typei«riter, the keypunch 
machine, and small office machines. 

-Keyboard skills in typing and keypunch operation are taught 
through the use of stimulus-response automated instruction, and students 
develop keyboard skills at their individual rates of progress. 

Upon successful completion of this course, students may qualify 
to hold entry-level positions in clerical and related occupations 
such as receptionist, waiter or waitress, cashier, messenger, stock- 
room clerk, and/or office clerk. 



The purpose of Reprographies is to develop the students skill in 
reproduction and graphic communications to an employable level. 

Modular units allow flexible instruction so that students may 
proceed at their own rate and need not study the same unit at the 
same time. 

A major part of classroom time is also devoted to reproduction 
work and to student projects in order to develop student initiative 
and responsibility for working with minimal supervision. 

Students who successfully complete this coxirse may be placed 
in the reproduction department of large organizations, in smaller 
offices that may require knowledge of duplication techniques as part 
of the total job responsibilities for their employees, and/or in 
commercial printing shops. 



Name of contact person 
Name of program 
Address of program 



Mr s. Ray R. Mlckle — 

We do not have a definite program. When the students 
a re identified with a problem, they are then given the 
"Individual study treatment usually with a student tutor. 



Madi sonvi lie North Hopkins High School 



Madisonville, KY k2k31 



Please identify handicap/disadvantage and age group for which program was 

developed. 



T his program is for any of the students majoring in our department 
grades 10, ii, 1? 



1. LENGTH OF PROGW. 



Varies with the need of the student and the stxxdent's 
ability. (Some use the program as make-up or reinforcement) 



2. AVERAGE NUMBER OF STUDENTS: About 20-25 per year 

3, EQUIPMENT: (Please include make, model and quantity. ) 



ITEM 

Collator 

Offset Duplicator 
Offset plate maker 
Mimeograph 
Spirit Duplicator 
Therroofax 
Typewriters 

? Mimeoccope A. B. Dick 



Checkwriter 
10-key calculators 



MAKE 

A. B. Dick 

A. B. Dick 

A. B. Dick 

A. B. Dick 

3M 

IBM 

IBM 

Royal 

Remington 

Paymaster 



MODEL 

321 
106 

215 
96 

Selectric I 
Selectric II 
970 
26 



Thennofax 
Cash register 



ftUANTITlf 

1 
1 
1 
1 
1 

Many (35-^*0) 
1 

Several 
Several 
1 



Victor 

Victor electronic 
Monroe 
Comptometer 
NCR 

Desks, file cabinets and individueJ. study carrels, supply cabinet 

Transcribers IBM 

IBM #22U 

Tape recorder Wallensach 
Record players VM 
3 Cassettes, h Overheads, ^ Filmstrips, Movie projector - 105 FiLnstrips 
Time Clock Latham 
Dictype Program 
Keypxjnch 

Intercom - 5 phones 



7 
k 
2 
1 
1 



18 
k 
1 
5 
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^? CURRIClJuM: (Please give rationale I'or each unit oi module« ) 

Our curriculuin varies with the need. There have been study sheets made for the 
most often needed units In all our classes. Instruction has been put on cassette 
tapes or machine belts. Some typing records are used for the independent study 
studen ts. 

As the need arises the student is given the extra help by the teacher and very 
often by another student. The slower student Is not segregated from the other 
students but given the extra time and attention Independently when this student 
can. 

5. COMMENTS: 

Many of our slower students have been brought up to eoiployable In this manner 
and have gotten actual office eaqperience by working in some of the offices down 
town. The service recruiters are always happy to have them for their clerical 
tasks and understand ne guidance that must be given to them. Our EMR students 
are kept in the same class with the other students but are Just given more teacher 
time 
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Najne of contact person :>atricia He rron. Instructor, 

Nome of program r./wY, parent r. arKi Yr.uth ) 
Address of program :!t . Plea sant High School 



L^cuth Elizabeth 



Mt. Pleasant, MI U3358 



Please identilV handicap/disadvantage and age group for which program was 
ieveloped. disadvantaged, primarily 11th and 12th graders 



1. LETii/TH OF PROGI M: 2 semesters fl year) 



2. 



AVER.V1E NUMBER OF STUDENTS: 15 



3. EQUIPMENT: (PL?ase include make, model and quantity.) We have access to the 

followin*^: 



ITEM 
Typewri ter5 



Duplicatm-; 'equipment: 
Fluid luplicator 
Miraer.r;raph 
Photo- conier 
Copier 

10-key nac" nines: 
Aiding riaol.inc:: 
Printin."^ calcMlatorr. 

Electrcnic calculator: 



Rotary calculators 
Transcription c?quipment: 

Cash ve^nr^t^r 
Overhea-l projector and 

screen 
Tables 

Student iesks and posture 

chairr 
File cabinet:: 
Paper cutter -'lar^e) 



MAKE 


MODEL 


IBM 


Sleectircs 


im 


Executive 


Olivetti 


Editor 2 


Bell & H'^well 


E-21 


A. B. Dick 




'Therrr.o-Fax 


The Secretary 




1C7 Copier 


Monroe 




Monro 0 


570 


' f nd ? r-A'oo ■ i - 01 i ve t ti 


Multisurama 


Monroe 


1330 


Faclt 


1122 


Ft- i den 


130 


Monroe 


Classmate 


IBM 









ftUANTITY 

18 
1 
1 

1 
1 
1 
1 

2 

3 
I 

3 
1 
I 

2 

10 
1 

I 

k 

20 
U 
1 
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CL.'Kl^cl^Ll?M: ^I'leasc give rationale icr each unit or module. ) 

The rationale for roost of the units was obtained from a published study of 
skills needed by clerical workers In order of importance according to frequency performed. 
The course was orftanlaed to a larpo extent around this study. The intent was to concentrate 
student effort on areas where the skill was needed to help ensure success on the Job, 



Filing 

Students learn alphabetic filing rules and techniques » using filing exercises, 
filjnatrips and accomii-anying records. Upon con^letion of this unit, students arc 
given a set of 2^ etirds with names of individuals and bxisiness flms to index, eode^ 
and file in alphabetic order within a 30-Binute tine liadt. 



Fluid Duplicating 

Students learn how to prepcure and run off ditto masters, including color woA. 
At the end of the training period, students must demonstrate satisfactory performance 
by 13% correctness Cll out of 15) on a performance evaluation sheet* 



Ten^Key Adding and Electronic Printing CaleiU.ator Machine Operation 

Students learn how to do addition, subtraction, multipXieatioa , and division 
problems by touch, and must perform these basic operations with 70% accuracy on 
achievement teats. Students must subsequently apply their skills to business proibleas 
as described imder *'Data Handling." The rationale for emphasizing these madhines 
is baaed upon the popular use of the ten-key keyboard and the trend toward the use 
of electronic calculators. 



Mimeographing 

Students learn how to prepare stencils and run them off, including color work 
and how to use the mimeoscope. At the end of the training period, students must 
show satisfactory performance by scoring 15% correct (11 out of 15) on a performance 
evaluation sheet. 



CGiShiering 

At the end of the training peripd, students miist learn to register and make 
change for ca^h sales with satisfactory performance determined by 10% correct on 
rating sheet. Tl-.e rationale fcr this unit is based upon the general usefulness of 
the skill and high interest shown by the students. 



Data Handling 

Students, aided by a calculator or an adding machine, are given payroll, 
purchasing, and finance projects which must be conqE>leted with 50S correctness. 
The rationale for this work is the application of skills previously learned to 
business situaticns. 



• 'Uielts Contin\ied 




Career lafomation 

Students learn about careers in business from filns» filastrips, literature, 
and speakers. Each student takes an interest inventory, and makes out a career 
check list. Students are counseled by teacher and project counselor. 



Attitudes and Work Habits 

A series of cases on problems which may result in failure on a Job i.e. 
tardiness, inability to get along, etc. are read by students vho then react to 
them. Tapes are sometimes used, also. Good work habits are encouraflsd in class. 
The rationale for this is that attitudes and vork habits axe more iatportant to 
job success than skills. Students leam on the Job when, part-time employment can 
be arranged for them. Job placement is determined according to financial meed* 



Stodi Control 

A few students have shown interest in this unit, but satisfactory materials 
have net been discovered yet that fit the individuslised kind of instruction in 
the course. New materials were tried again this year, but not with success. Thim 
unit is, therefore, not presently part of our "official** progrsm stated in terns 
of performance objectives as required by the State of Michigan. 



Typing 

Students come into the course with varying badcgrounds of typing ranging from 
none to a year. Students work in prograoned texts and are squired to meet per- 
formance standards at various stages of learning* Eni^asiB is placed on the typing 
of forms. The rationale for this is that studies indicate that most office typing 
is forms typing. 



5. COMMENTS: 

If you would like more Infomatloh on our oro(j;i*asi'a ^oidB ^d objeotlves, we will 
be glad to furnish it. Of course, the units of study described here tie Into Project 
P.A.Y. '8 overall goals and objectives. As you can see, we work under a system of 
performance objectf.ve8 as required by the State of Michigan. If you would like any 
information on specific Instructional materials used, we would be also happy to help 
in this way. 
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